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LOOKING AHEAD

"Decisions for Living' is designed to help you pre-

pare for the transition from school to earning a living.

It has three purposes:

Relevance - This manual contains information related

to the "adult" or work world. It is designed to help tie

your school work together and to relate it to all of life.

Reference - In addition to such things as preparing

business letters and samples of each, this book also con-

tains basic kinds of information that people need during

their routine daily lives.

Record Keeping - In "Decisions for Living" you can

record a variety of types of information about yourself,

your family, and your work experiences. Space is also

provided to record similar information as it becomes avail-

able after you leave school. Although you may never have

need for all of this information at any one time, you will

know where to locate what you need for many situations.

"Decisions for Living" has one major character -- You.

It will follow you from grade to grade in hfgh school, and

you will take it with you when you leave. We hope that you

will continue to update this manual after you leave school,

and that you will find it a valuable tool in making your way

in the world of work.
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Recording information

A wide range of personal information should be recorded for future

reference. Such data as family names, education, places of residence

and employment, health records, and membership in churches and organi-

zations is needed throughout life. It is useful for employment appli-

cations, financial records, and for recall of personal facts that will

be needed from time to time.

The forms on the following pages are designed for recording this

vital information.
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Guide to Course Selection and Development

of Plan to Complete Graduation Requirements

Number of Cred!ts needed to graduate

Required Courses: Indicate number of credits

English

Social Studies

Science

Math

Physical Education

Registration Plan

9th Grade 10th Grade
Name of Course Number of Name of Course NuMber of

Credits Credits

Total Total

11th Grade 12th Grade
Name of Course Number of Name of Course Number of

Credits Credits

Total

9
2

Total

IMMINIM.



Courses Completed

9th Grade 10th Grade
Name of Course Grade Number Name of Course Grade Number

of of
Credits Credits

Total Total

11th Grade 12th Grade
Name of Course Grade Number Name of Course Grade Number

of of
Credits Credits

ONIMMEMIIIMONNO

Total Total=Mw

ii 11
Mie.a11110IIMID

WOOMINNItiO 41111=1111110

.11.11111111M

111111111MINIIIMa.

momm,

=1=

Date of Graduation

Total Credits

Grade Point Average
A=4 B=3 C=2 D=1

Class Rank

3 10



I'C3t .:ecJru

Iowa Teat of Educational Development (ITED)

1. Year in 'School

Composite Reading Total Language Arts Total

Math Social Studies Science Use of Sources

2. Year in School

Composite Reading Total Language Arts

Math Social Studies Szience Use of Sources.111 mom....1110

3. Year in Sch000l

Composite Reading Total Language Arts Total

Math Social Studies Science Use of Sources

OVIS (Ohio Vocational Interest Survey)
List your high interest areas:

National Merit Test

Date Taken

Verbal Math Selection Score

ACT (American College Testing Program)

Date Taken

Scores Sent to the Following Schools

inglish Math Science Social Science Composite

CE,111 (College Entrance Examination Board)

SAT Date Taken

Scores Sent to the Following Schools

AC If

Verbal Math

GITE1 (General Aptitude Test Battery)

Date Taken

G

;reed Forces A:)Litude 7e3t

....

3 PQKF
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Pers-mal Data File

Birth Date Social Security Number
(month] (day) (year)

Place of Birth

Father's Name

(mddle)

city

last

state zip

Father's Birthplace and Date

Mother's Name

(first)

(city) (state)

(Middle)

'month) (day) (year)

Mother's Birthplace and Date
rariT-17-1tat (monthj(day)(year)

First Name

Brothers and Sisters

Last Name
(if different
from yours)

Married Name

Elementary and Secondary Education

Birthdate It
Deceased
The Year

aMmillmwartmaaNN....

1111

WIEN.= OMMIINIMMENIEN*0.

Name of School Address Grades Years
Attended Attended

5

12



Circle nighest grada completed when leaving school: 8 9 10 11 12

School officials when leaving school:

Principal

Superintendent

Counselor(s)

Skill training courses taken in high school

Name of Course Name of Instructor

(Activity)

Ninth Grade Activities

(Accomplishments, names of associates, etc.)

Activity (Advisor)

(Accomplishments, names of associates, etc.)

13 6



(Activity) (Advisor)

(Accomplishments, names of associates, etc.)

Hie School Test Scores

Date Name of Test Test Section Date

Date Name of Test Test Section Date

Date Name of Test Test Section Date

Date Name of Test Test Section Date

Post High School and/or Adult Education

From To

(name and address of school/institution) (month)(ye ) (month year)

Total Hours:

(major or type of training progrmiT (indicate quarter, semester, course
or classroom)

Resulting degree or certificate (if any):

Name of Advisor/Instructor

7 14



From To
(name and address of school/institution) (month)(year) (month)(year)

(major or type of training program)
Total Hours:

(indicate quarter, semester, course
or classroom)

Resulting degree or certificate (if any):

Name of Advisor/Instructor

(name and address of school/institution)
From To

(month) (ye (month)(year)

Total Hours:

Health Record

Name of family or company doctor Address

Blood Type Eye prescription

Allergies

Type of Immunizations Date Received Booster Dates

Type of Major Illness or Treatment

1.5 8

Date



The following two pages contain a copy of the

school record. This will indicate to you the

type of information the school accumulates on

each student.

9 16



Lest Name First Name Middle Sex Race Plat* of Birth Mo. LW Ye.

EntereS from Date Clam Statement of health and defects

Nur.) of Father Latest Address Nationality Occupation

Name of Mother Latest Address Nationality Occupation
INTELLIGENCE-TEST RECORD

Date Name of Test Form Score' PR MA CA IQ 9th Advisor

11th Adviser

Living? Yes No

Living? Yes No

10th Adviser

12th Adviser

PERSONALITY RATING: ce an (xi on each of the lines below in the position which seems to moat nearly describe this Individual's ..pes ality.)

1. SERIOUSNESS
OF PURPOSE

3. INDUSTRY

3. INITIATIVE

4. INFLUENCE

S. CONCERN FOR
OTHERS

I. RESPONSIBILITY

7. EMOTIONAL
STABILITY

Purposeless Vacillating Potential Limited Purposeful

Seldom works even
under pressure

Needs constant
pressure

Needs
rodd

occasionalping Prepares assigned
work

Seeks additional work

Seldom Initiates Conforms Varies
conditi ons

with Self - reliant Actively creative

Passive Retiring but
co-operative

Varying Contributing Strongly

Anti-social Indifferent Self-centered Somewhat
socially concerned

Deeply and
generally concerned

Unreliable Somewhat
dependable

Usually dependable Conscientious Assumes much
respondbillty

Hyperemotional Excitable
Usually well balanced Well balanced Exceptionally

stableApathetic Unresponsive

304.3M
11111.

Permanent High School Record MIDWEST SEAM INC.. SIOUX LLLLL. G. 0.

EXTRACURRICULAR RECORD EXTRACURRICULAR RECORD

ACTIVITY HONORS OR AWARDS ACTIVITY HONORS OR AWARDS S

Photo and Remark, Concerning School Service, such as Library. Office Help. etc.

(Continue on back page)

10
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MPH SCHOOL SCHOLASTIC RSCORD
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ATTENDANCE SUMMARY
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ACHIEVEMENT-TEST RECORD
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Last Name First Name Kiddie Sex }tare Place of Birth Ito Day Yr.



wnors and Awafus

(name of honor or award)

(type of award or honor)

(date received)

(name of honor or award) TELe received)

ype of award or honor

name of honor or award

Ttype of award or honor

(date received)

Zcvaol us and Social Organizations

name oaf organization)

TTECes or positions held in organization)

From To
Tyear)

From To
nan-ZTe-7forgiAio.ann- Tyear)

(offices or positions heed in organization)

From To
(name of organization, Tyear)

(offices or positiJns held in organization)

From To

(name of organizati_n; Tr-e7;)

Micas or positions held in rrganizataon)

19,-



Military Record

Induction Date
(month)(day)(year)

Branch of Service

Rank Achieved

Discharge Date
(month) (day) (year)

Serial Number

Promotion Date

Duty Station and Address From To Commanding Officer

wEINNIe.m.

Award or Commendation Date Received

Service Schools Attended Address Dates

Name of Veterans Administration Benefit Eligible Until

Type of Service Connected Disability Where Occurred Date Occurred



Type of Service Insurance Dates in Force

Places of Residence

Location From To
(street number) (city) -(state) (moirEET/FiFTWEERWO)

Fill in appropriate information: Lived with family /relatives _fires no
Rent per month
Mortgage per month

Rented / mortgaged from:

Location

street number city

Fill jn appropriate information:

Rented/mortgaged from:

m To
state (moFronthAyear) (mralITTRF)

Lived with family /relatives ___yes no
Rent per month
Mortgage per OcE5---

Employment Record

(Name of Employ-ell

(Name of Dmnediate Supervisor?

(your position)

Social Security Number

(Address of Employer)

(His position)

Tstarting and ending wages) (dates employed)

(description of your dutiei)

14
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(Name of Employer) 'Address of Employer]

Name of Immediate Supervisor) His position)

(your position) (starting and ending wages) (dates employed)

(description of your duties)

(Name of Employer) (Address of Employer)

Name of Immediate Supervisor 7 (His position)

(your position) Tstarting and ending wages) (dates employed)

(description of your duties)

(Name of Employer) Address of Employer

(Name of Immediate Supervisor) His postion

(your position) Tstarting and ending wages) (dates employed)

description of your duties

1522
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References

(namej (address)

(business name and address) (business telephone)

(profession or position) (work relationship with you)

(name) (address)

(business name and address)

profession or positionj

(business telephone)

(work relationship with you)

(name) address

(business name amI address) (business telephone)

(profession or position) (work relationship with you)

Church Membership

Name and address of church)

Iname(s) of minister/pastor/priest/rabbi)

From To

ear

From To
(Name and address of church) (71;07

(name(s) of minister /pastor /priest /rabbi)

2316



Wife/Husband's Name

Spouse

(first) (last or maiden) (middy
Wife/Husband's Birth Date Social Security No.

(month)(day)(yeM

Wife/Husband's Place of Birth

!4arriage Date

icityj (state) (zip)

Place of Marriage
(month (day) (year) (cityj (state)

Wife/Husband's Name
(first) (last or maiden) (middle)

Wife/Husband's Birth Date Social Security No.
(month)(day)(year)

Wife/Husband's Place of Birth
(city) (state-) (zipj

Marriage Date Place of Marriage
(month) (day) (year) /city) (state)

First Name

Children

Last Name Married Name Birth- If
(if different date Deceased
from yours) the year

17 24



Checking Account Information

(Name of Bank)

Address of Bank

(Name of Bank)

Address of Bank

From To

(month & year) (month & year)

(Account Number)

... From To

(monTiiiWil (month & year)

(Account Number)

From To
Name of Bank (monTri77 (month & year)

-----7Address of Bank)

No

(Account Number)

Cre,d11 Card Information

Name of Card or Company,

=1M.11.1

(Date Issued)

(Address of Compznyj (Credit Card Number)

(Name of Card or Company) (Date Issued)

(Address of Company) (Credit Card Number)

---13177; of,3771Pr) (Date Issued)

-----TTEress of Companyi (Credit Card Number)

e, 1.4. )arqur



Ravings Account Inform ion

From To

(Name of Institution) (mon71777;;FT (month & year)

(Address of Institutio:) (Account Number)

From To
(Name of Institution) (moniii717;117 (month & year)

(Address of Institut7i) (Account Number)

From To
(Name of Institution) (mon171727WP7 (month & year)

(Address of Institution') (Account Number)

Life Insurance Information

Date Issued
(Name of Company)

-----Piress of Company) (Type of Policy

(Name of Agent/ (Policy Number/

Date Issued
(NaNle of Comiany)

(Address of Company) (Type of Policy)

(Name of Agertj (Policy Number)

(Name of ComT'ar.y)

(Address of 'onrnny)

(Name of Agent)

fjat... Issued

(Tyre of Policy).-

(Policy Number-)



(Name of Company)

Auto Insurance Information

(Address of Company)

/Name or Names of Agents)

From To

(morITIT;7]Pj (month & year)

(Policy Number)

(Name of Company)

(Address of Company)

(Name or Names of Agents)

From To
(monitiiiP7 (month & year)

(Policy Number)

From TO
(Name of Company) (moratr (month &year)

(Address of Company) (Policy Number)

(Name or Names of Agents)

Property Insurance Information

(Name of Company)

(Address of Company)

Date Issued

(Policy Number)

(Name or Names of Agents)

(Name of Company)

(Address of Company)

Date Issued

(Policy Number)

(Name or Names of Agents)

27 2°
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Looking at what's importantto you

An individual's attitudes often have a great effect on the sat-

isfaction he gets from his life or his job. No two people are alike;

they are mainly different from the standpoint of what they regard to

be important for their own satisfaction.

On the following pages you will find an attitude survey. It is

not a test -- there are no right or wrong answers. It is designed to

be used only by you to assess and reflect on your attitudes towards

work.

Before completing the survey, state your career choice below:

This is the way I want to earn my living;

I want to be or do:

With this career choice in mind, give your work preferences on

the following pages.



lA I would like to work at a job which can be done out-of-doors
(weather permitting).

1B I would like to work at a job which will be done primarily
inside.

2A I would enjoy a job which required a great deal of traveling.

2B I would not want a job which required a great deal of traveling.

3A The community or area in which I want to live is more important
than the type of work I want to do.

3B The type of work I want to do is more important than the community
in which I live.

4A I prefer to be paid on a regular salary either on an hourly,
weekly, monthly or yearly basis.

4B I am willing to be paid on the basis of how much value I con-
tribute to the company - either piecework, commission or
productivity.

5A I prefer a job which I can perform primarily with my hands.

5B I prefer a job which requires me to use my mind a great deal of
the time.

6A I would prefer to be self-employed.

6B I would prefer to work for someone else.

7A I would like to be in a supervisory position.

7B I am not interested in the responsibilities of being a supervisor.

8A I would like to work for a large company (over 200 employees).

8B I would like to work in a small company (under 200 employees).

9A My main interest in working is to make a great deal of money.

9B my main interests in working are to provide for my basic needs
and to let me enjoy my leisure time pursuits.

10A I would like to plan a career in which I could always take care of
my own or my family's needs.

10B I consider my plans to work only in terms of providing immediate
income and not in the sense of developing a life long career.

11A I am willing to comit myself to an educational program beyong
high school to prepare me for my career choice.

11B I plan to enter work directly out of high school.

12A I would like to work in a situation where thers is a lot of inter-
action among the workers.

12B I would like to work at a job where there is little interaction
among the workers as a part of their work.

13A I enjoy working at a job where I have to meet with and help
the public.

13B I prefer working in a situation where I do not have to work with
customers and I associate primarily with my co-workers.

22
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14A I would like a job where I am told exactly what is expected
of me, and there are definite procedures to follow to do
my work.

14B I would like a job where I am expected to develop my own
solutions to those problem given me, or I am expected to
devise my own procedures for performing my work.

15A I would enjoy a job where my work can be completed during

regular working hours and I can use my leisure time for other
activities.

15B I would enjoy a job where I would be expected to make my
work a part of my total life pattern both during and after
regular working hours.

23
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lA Work outdoors
1B Work inside

2A Extensive travel
2B Limited or not travel

3A Location important
3B Work outweighs location

4A Prefer regular salary
4B Compensation by productivity

5A Manual work
5B Intellectual work

6A Prefer self-employment
6B Prefer working for someone

7A Like to supervise
7B Prefer not to supervise

8A Prefer large company
8B Prefer small company

9A High earnings important
9B Earnings not of primary importance

10A Work regarded as career
10B Work regarded for supplemental needs

11A Post high education planned
11B Immediate employment desired

12A Prefer co worker social interaction
12B Prefer little co-worker social interaction

13A Work with Public
13B Dislike Public c,mtact

14A ?refer explicit direction
14B Like making work decisions

15A Regular working trurs
15R Total life career involvement
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Homeroom observation

The following items should be considered when selecting a career

goal. This exercise can be done individually or as a group of students

with similar interests.

Where I Want To Go

Choice of Occupation

General Nature of Work

Duties and Responsibilities

Job Through Which I May Enter

Advancement Opportunities

Related Occupations to Which
I May Transfer

Immediate Employment Outlook

Possible Trent Next Ten Years

Beginning Salary

Salary Range

Fringe Benefits

Working Conditions
(physical surroundings)

Training Requirements:

Where
How Long
Cost

Other Requirements:
(license, special equipment, etc.)

Advantages -- Disadvantages

25

What I Have To Offer

Favorite Subjects

Least Liked Subjects

Work Experience

Extra Curricular Activities

Hobbies

Physical:
Strength
Coordination
Dexterity

Mechanical Ability

Ability to Get Along With Others

Musical Ability

ArtiStic Ability

Verbal Ability

Numberical Ability

Intelligence

Health

Grooming

Manners

Voice Quality

English Usage

Industry

Stability

Cooperatior

Honesty

Punctuality





Where to look for work

Finding emnloyment is a Problem for nearly everyone, but knowing

where to look for a job is the key to finding one. Here are the primary

source- for seeking emnloyment:

. Private emnloyment agencies.

. State employment service.

. Newspaper "help wanted" advertisements.

Visit places where you would like to work.

. Civil service announcements.

. Friends or relatives.

. School and college placement services.

Try to be at the location when hiring is being done; be persistent -

hang in there!

Here are some yarning signs to observe in using these various em-

ployment avenues:

A private employment agency deals in a service -- finding a job for

a fee. This fee is a Percent of your salary for a Predetermined period

of time. The employee usually pays this fee; in some cases the employer

does. Most private employment agencies are renutable, but their adver-

tising can be deceiving. Dull, plain, underpaid jobs can be disguised

as glamorous "public relations" jobs. After all, the private employment

agency has a product to sell, so there is bound to be a sales pitch.

The State Employment Service charges no fees for its placement ser-

vices, and the counselors are qualified to help match the applicant to the

right job.

A blind ad is a classified "help wanted" advertisement that gives

only sketchy information -- never the name of the company placing the ad.

sa6



An example might be:

NO EXPERIENCE NICESSARY

Our men are averaging over $300 a week,
with our top men earning $500 or more.

Start now, we'll train you. Phone 886-9999

Many newspapers have policies that regulate classified advertising.

These policies usually include the following:

. Nature of the work must be specified in the ad.

. Sales ads must state basis of pay.

. Ads must state if any kind of investment is necessary.

. Ads must not be misleading or misrepresent the amount

of money that can be earned.

Most ads appearing under the "help wanted" column are placed by

business firms seeking to fill specific positions and are written to

attract the right kind of applicant for the job.

Visiting places where you would like to work is an excellent way

to make positive contact with prospective employers, and frequently

results in employment for the job seeker. This kind of contact shows

resourcefulness on the part of the applicant.

Civil service announcements from all levels of government give de-

tails about the job and outline the requirements for applicants. Civil

service announcements in a variety of job categories can be obtained from

city governments, state governments, and from the federal government.

Perhaps more jobs are filled by "word of mouth" than in any other

way. It's beneficial to have friends or relatives in positions to hear

about job openings.

Schools and colleges also have job placement services, and handle

much of the detail and contact work for the job applicant -- usually for

only a small fee.
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Writing the letter

The first sentence in a letter of application is the most important.

Get right to the point; tell the employer why you are writing. Highlight

your qualifications by mentioning only one. Note in the first paragraph

that your personal data sheet is enclosed.

The last paragraph of your letter should tell the employer what you

want him to do, and make it easy for him to act. For example, you might

say: I would like to have a personal interview. You may reach me at

6E6-5555.

Consider all Aspects

A job applicant needs to take several factors into consideration.

For example, time the mailing of your letter so it will arrive in the

middle of the week, since Mondays and Fridays are usually the busiest

days in the personnel office.

Refine Your Letter

A prospective employer may discard your letter of application if

it lacks appeal. Be certain your letter:

Io typed, if possible, and in proper form.

. Is neat and legible, whether typed or hand written.

Is written in blue or black ink only.

Is written on clean, plain white paper.

Is not on odd-size, perfumed, or other unusual stationery.

That the envelope matches the paper.

Things to Avoid in a Letter of Application

Certain information should not be included in a letter of application
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information an employer doesn't need or want and that won't benefit

you in any way. Here are some pointers:

About Yourself

Don't go into detail about your abilities.

. Don't air personal gripes or secret ambitions.

. Don't talk about your experiences.

. Don't have the attitude that anyone owes you a job.

. Don't fill the page with information about your childhood.

. Don't talk about your military experience.

. Don't imply that you want the job simply because you need it.

About the Job

. Don't say you're not interested in money
you anyway?

. Be loyal -- don't criticize your job experiences.

who would believe

About Other Things

. Don't go into detail; be brief and to the point.

. Don't use postscripts.

. Don't try to impress with words or phrases.

. Don't include unrelated information.

. Close the letter tactfully.
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:;ody 'Letter

Here ls an example of a letter of application. The letter shoula never

be much longer than *his.

Name of Person
Title
Name of Company
Street Address
City, State, & Zip Code

Dear Mr.

Street Address

City, State, & Zip Code
Date

Because I am interested in the newspaper business, I would like to
secure a position with your company as a proof reader.

I completed a course in journalism at Watertown Senior High School.
Other information regarding my qualifications is outlined on the en-
closed personal data sheet.

A personal interview would be appreciated. You may reach me at
886-44L4.

Sincerely yours,

(your signature)

(If letter is typed,
type your na.ae here)

Enc.
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The Snvelope

Hobe O'Day
4440 Dakota Dr.
Brookings, SD 57006

Mr. Foster E. Wilson
Director of Personnel
The Abercrombie Company
6195 South Hennepin Avenue
Minneapolis, Minnesota 55201

This envelooe is addressed in the proper form for a letter of

application. The addresses on the envelooe should be the sane as

those on the letter. Abbreviations can be used in your own address,

but each word in the prospective employer's address should be written

out.
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Completing an application

An application form, whether for a job or admission to a post

secondary school, is important to the individual preparing it. In

many cases the decision to consider an individual for a position is

based entirely on his application. If there are many appli,:ants for

a job, an employer may narrow down the list according to his impression

of the applications submitted. Therefore, an individual must present a

favorable impression through his application.

Following are some important hints which can be helpful in preparing

almost any kind of application form:

. Make certain that the finished application is as neat appearing

as possible. A soiled or wrinkled application is often quickly

discarded. Double check to make sure that there are no errors

in spelling or grammar. Many potential employers use the ap

pearance of the application as an initial screening method when

faced with a large number of applicants.

. Be sure to read carefully any directions which might accompany

an application. Complete all information requested in the form.

Even if a particular section of the application does not apply

to you, be certain that you acknowledge that it does not apply.

. Remember that an application, even though its format may be quite

structured, provides you with the opportunity to emphasize your

assets. Do not downgrade your abilities or achievements if they

are pertinent to the position for which you are applying. At

the same time, however, avoid cluttering an application with

personal information that would be of little or no interest to

the potential employer.
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. Always be honest and candid when comleting an application.

Dien if your cast contains events which you would rather not

discuss, don't try to cover them up. Past mistakes may well

disrupt consideration of your application. But this problem

is far less serious than actually being hired for a job only

to have your employer discover that you lied to him on your

application.

. A copy of all correspondence should be kept on file.

. Be fully prepared to complete the application. Some of the

information that will be needed includes:

Social Security number
names and addresses of references
photographs, to submit upon request
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Example of Application for Employment

Position Applied For

Date

Social Security #

Name
(last) (first) (middle)

Present Address

Age Sex

(-street j (city) (statej (zip)

Permanent Address
(street) (city) (state) (zip)

Telephone Number Marital Status Number of Children

Date of Birth Height Weight

Color of Hair Color of Eyes

Name and position of relatives working for our company

Have you ever applied for a position with our company before?

Education:

Name and Location of Schools Attended I Dates Attended Highest Grad
Completed,
Number of
Hours or
Degree

l:hat skills ha're you ;1,w(1oped or what special abilities do you have?
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Employment Record: (list last five employers, list recent first)

Date, Month
and Year

Employer's Name
and Address

Salary Position Reason fo
Leaving

From

To

From

To

From

To

From

To

For reference purposes, may we contact your present or last employer?

Personal References: (List the names of three people not related to you whom
you have known for at least one year and who would be
familiar with your work habits)

Name and Address Business and Position Business Phone

List any of your hobbies, activities and awards that might pertain to the
type of employment you are seeking:

Health Record:

List any physical defects and indicate if corrected.

List any major illnesses you have had in the last five years

How many days of work did you miss during the last year because of illness?

Signature
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Writing the resume'

Although similar in nature, a resume' should not be confused with

an application. A resume' is prepared by an individual as an initial

"selling tool" about himself for a potential employer. It will frequently

be submitted BEFORE an individual completes a formal application or has a

personal interview.

Generally speaking, an original copy resume' should be prepared for

each specific job inquiry. In some cases, however, an individual may wish

to prepare a comprehensive resume' to be reproduced in quantity and sub-

mitted to a variety of different potential employers. In either instance,

two basic rules should be followed:

A resume' should be limited if possible to two pages unless r re

information is specifically requested by an employer.

Any resume' should be accompanied by a cover letter of not more

than one page designed to relate specifically to one employer and

one work position.

Most resume's contain basically the same categories of information.

These include:

Personal information, such as name, address, age, height, weight,

health, marital status, sex.

. Education, including high school and courses from which you gradu-

ated, honors, extra-curricular activities, and related courses.

. Experience.

Outside interests.

. References.
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Even though these categories remain essentially the saw, their

content will probably vary considerably, depending upon an iadividual's

age, experience, educational achievement, and -- most importantly -- the

position for which he is applying. Therefore, a number of variables must

be taken into account:

Personal Information

Too much personal information is often included in a resume'.

Beyond your name, address, age, height, weight, health, marital

status, and sex, little additional information is necessary or de-

sirable. There is no need to include your spouse's name, the names

of any children or siblings, your parents' names, etc. Even though

it is legally not necessary to include your age or sex, to exclude

either might lead a potential employer to think that you are trying

to hide something.

Education

The length and content of this section depends on where you

are in life. The younger you are the less experience you have, and

the more detailed you should be abcut your education. Especially

if you are applying for your first full-time job, you should develop

in reasonable detail a description of those educational programs

which you have completed and which would be related to the position

you're applying for. This should be done also if you are applying

for admission to a specific department or program in a post-secondary

school program.

Experience

As with education, the way you outline your experience will be

closely relatea to the amount of work experience you have had. Once

you have developed a history of full-time work experience, you should

include information only about those full-time positions. If you have

had a wide variety of full-time jobs, you would probably include only
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the four or five most recent ones. OA you may include only those

jobs which wouic be directly related to the position for which you

are applying. If you are just starting your career, it is quite

proper and advantageous to include at least your most recent part

time jobs. In detailing your work experience, be sure to include

the following:

. Name and address of the company for which you worked.

. Name of the position you held.

The starting and leaving dates of the job.

. A description of your duties if it seems pertinent to

your application.

. Your reason for leaving.

Outside Interests

It is in this section that many people tend to give too much

information. A potential employer is interested in your outside

interests only as they may be related to your performance as an

employee. Leadership roles in a school, civic, social, or church

organizations would probably be of interest. Your membership in

a squaredancing club, by itself, would probably be of little interest.

An exception to this approach might be found in a resume' prepared to

accompany an application to a college. In this case there would

probably be greater interest in all of your activities to give more

insight into your personality.

References

Be sure to contact anyone you want to use as a reference before

you submit his name, and request his permission to do so. Anycae

reading a resume' will assume that you have used as references persons

who will respond favorably to you. Make sure this is the case. Re

member, however, that relatives are not considered reliable references,

even if you have worked for them. Try to balance your choice of

references to include people who know you well on both a personal and

and occupational basis. Keep in mind, however, that even though a
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ca- worker may provide a well-written reference, his comments may not carry

as much weight as those of a foreman or supervisor who may not know you as

well nersnnally.

Skills

Include here only those skills which are directly or indirectly related

to the position for which you are applying. Even if you were a skilled plumber,

this information would hardly be pertinent if you were seeking a job as a bus

driver. However, typing skills could be important in being considered for a

job as a journalist. Special care should be taken in preparing this section

if you are planning to change the direction of your career. For instance, if

you are now employed as a school teacher and you are seeking a position as

farm manager, you should be able to demonstrate a background of at lease some

skills related to farm management.
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Example of a Personal Resume'

Personal Information

Name John W. Barlie

Address 428 Oak, Kampeska Village, S. Dak.

Telephone (605) 886 -0101

Height 6 feet, 1 inch

General Health Excellent

Marital Status Single

Education

Graduated from Kampeska Village High School, 1974, in upper 15%

of class.

Specialized high school courses included vocational agriculture,

four years; distributive education; typing; business law; advanced

speech; journalism.

Presently enrolled in first year of two-year Agri - Business program

at Lake Area Vocational-Technical School, Watertown, S. Dak.

Honors and Awards

Future Farmers of American State Farmer Award, 1973.

High School honor roll, four years.

American Legion Award Winner, 1972.

Boys State representative, 1972.

Extra-Curricular Activities (high school)

Future Farmers of America, four years; football, three years;

junior class play; school newspaper.

Experience

General farm worker, three years.

Distributive Education student at Tractor Supply Co.,
Watertown, S. Dak., one year.
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Seed laboratory assistant, Dakota Seed and Grain Co.,
Watertown, S. Dak., one summer.

On-job training, Trisco Milling Co., Sioux Falls, S. Dak.,
in conjunction with present course at the Lake Area Vocational-
Technical School.

Outside Interests

Member of a 6.-H club since age 9.

City league basketball.

References

Quincy Johnson, manager,

George Agriman, manager,

Arnola Teednen, manager,

Tractor Supply Co., Watertown, S. Dak.

Dakota Seed and Grain Co., Watertown, S. Dak.

Trisco Milling Co., Sioux Falls, S. Dak.

Special Skills

Typing ability, 45 words per minute, electric or manual machines.

Licensed automobile driver. Can operate trucks, forklift, and most

agricultural equipment.
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Job interviews

People are hired because employers need certain services performed,

not because people need jobs. So you must think in terms of your value

to a prospective employer.

An interview helps both the employer and the employee get a close

look at and gain an understanding of each other, and find out if it's to

their mutual advantage to work together. The employer wants to find out

what your personality is like, how you look and feel, what you say, and

what you do.

Your personality is the sum total of what you are; no two people

have the same personality pattern. Personal appearance is an important

part of your personality, and is subject to your control. A clue to ap-

propriate dress during an interview is what you would wear on the job you

are seeking; but cleanliness and neatness is a must in apy case. It's

important that your clothing fit your body, your total personality, and

the kind of work you're applying for.

What you say, how you act, and your expression quite accurately

reflect the way you feel. Be a good listener, interested and enthusiastic.

Control the tone of your voice, speak clearly, and use correct grammar.

Be sure that what you say and the questions you ask are important and

related to the interview. How you act is also an excellent personality

indicator. So be yourself, relax, and cultivate a friendly manner to

help you meet people easily without being nervous.

Arranging a Job Interview

Common ways to arrange a job interview are the letter of appli-

cation, personal contact, and telephoning.

The letter of application should be well organized, interesting,
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and neat. ;entene,:s ,;h3uld be sh:,rt and to the point.

Your letter can he_- oroject you as a positive self-

confident person. ,Laview the information on letter

writing coverea earlier in this book.

. Personal contact is an excellent way to arrange for a

job interview. It is effective, since meeting the

employer or his secretary in person ahead of the inter-

view provides an opportunity to make that important first

impression and possibly to bit some preliminary items

taken care of. An employer likes to have a completed

application in hand during the interview, and this

personal call is an excellent vay to pick up an appli-

cation blank and printed information about the company.

Calling in person is also a quicker and surer way to

get a job, since it is more difficult for In employer

to turn away a personal caller than to say "no" by

letter or by telephone.

. The telephone can be an effective tray to get inter-

view, however, when personal calls are not practical.

The caller must know .i.hat he wants to say, and must

speak clearly and with confidence. Courtesy and a

businesslike manner are important.

. Always say that you prefer a personal interview if the

person you are calling attempts to conduct an interview

over the telephone.

Be sure you know the interviewer's name and how to

pronounce it, and his title. Also be certain of the

time and place of the interview. Make notes to prevent

forgetting Lriformation and having to call back.

. Once th interview ripointment is made, thank the person

and close the conversation.
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Preparing for a Job Interview

The applicant who is prepared for an interview is the one

most likely to be hired. The following points may help you hold

a successful job interview:

Learn all you can about the company -- its products or

services, kinds of jobs available, hiring policies and

practices. Have an idea of the salary scale for the job

you are seeking. Keep the interviewer's name in mind.

. Have with you the information a prospective employer will

expect you to have. This includes a personal data sheet,

work and school records, references who know your work and

character, your social security card, diplomas or other

evidence of education and training, and other information

that might be important to the employer.

. Be ready to state what you have to offer an employer.

Outline the training you have had, the kind of job you

want, what you can do, and what you have done.

. Have clearly in mind the reasons why you want to work for

the company interviewing you. Try to match your skills

and interests with the needs of the company. Keep in mind

the opportunities you see for yourself.

. Be appropriately dressed and groomed, well rested, and

display a nealthy attitude. Arrive a few minutes early,

carry a pen, and go alone. Having a friend or relative

along shows a lack of confidence, and might keep you from

getting that job. Be yourself and be confident.

. Be courteous and sincere from the moment you arrive for the

interview. The receptionist or secretary is often asked

her opinion of an applicant.

. Creating a good impression lies in being friendly without
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being talkative; being patient if you have to wait. Give

the receptionist your name and the name of the person you

are to -ee, explaining that you have an interview appointment.

Don't be fidgety or chew gum. Look and act your best.

During the Interview

Introduce yourself to the interviewer if the secretary doesn't,

and remind him why you are there and tell him the specific job or

kind of work you are seeking. Give brief answers to questions, and

don't stray from the subject. You will usually have an opportunity

to ask questions near the end of the interview. Questions you might

ask could concern what the job involves, advancement opportunities,

salary, working hours, vacation and sick leave, insurance and other

fringe benefits. Don't linger when the interview ends; thank the

individual and leave.

What to Do

Here are some hints on what you should do and how you should act

during a job interview.

Be yourself -- be natural, as poised as possible. Sell your

qualifications, not your need for the job. Look and be pleasant,

and speak clearly. Look at the interviewer and answer all questions

even if they seem too personal. Let the interviewer lead the dis

cussion and control the interview.

Be realistic concerning salary. Don't give the impression that

salary is your only interest; save this topic until last. But if

the end of the interview is near and salary has not been discussed,

ask what the salary range is and then pinpoint what your salary would

be if hired.

Sell yourself to the interviewer by focusing attention on your

strong points, but don't hide your limitations. Tell what you are

doing to improve yourself. Stress your interest in your work.

Thank the interviewer as you leave, and write down the time and

place of future contacts concerning the job you're applying for.
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Be sure you understan6. if you are to be employed or given further

consideration.

Questions You Might Be Asked

A professional interviewer is likely to ask many more questions

than will the proprietor of a small business. Every interview situ

ation is different. Some will be long, others short. Some interviewers

will want to learn as much as possible about the applicant, others may

seek minimal information.

Here are some examples of questions an interviewer might ask:

. What would you like to be doing five years from now?

. How much money do you want to be making when you're 35?

What has your job experience taught you?

. Tell me about yourself.

What hobbies do you have?

Would you rather work alone or with others?

. What kind of boss would you like to have?

. What did you like about your last job, and why did you leave?

. Which courses did you like best and least in school?

4. What kind of job do you want?

. What are your qualifications for this kind of work?

Why would you like to work for this company?

That are your thoughts on salary?
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What an Employer Looks For

An employer is interested in you as a person -- your appearance,

your personality and character, your interests and activities, and how

you express yourself.

Health, grooming, dress, and enthusiasm combine in your personal

appearance. Personality and character are reflected in maturity, friendli-

ness, sincerity, poise, self confidence, and in several other traits.

Personal interests and activities involve your hobbies, cultural and

recreational interests, participation in community affairs, and awareness

of current news events.

Keys to self expression are the ability to think and speak clearly,

preparation, response to questions, and the questions you ask.

When the Interview is Over

Several things need to be done after an interview. If an individual

told you about the job opening, you should tell him about the outcome of

the interview. The prospective employer should be sent a brief letter

thanking him for the interview. Again express your interest in the job,

if you are still interested. If hired, say that you are looking forward

to starting work for that firm at the designated time.

References also deserve a written or personal thank you for their

services. If an employer follows up the interview with a letter offering

employment, respond at once with your answer of acceptance or rejection.

Give your reasons why you are or are not accepting the job.

When other employment is accepted, notify the other firm you applied

with as well as the person who referred you.

If you don't get the job you applied for, and this may be the case,

evaluate the interview and try to see what changes or improvements you need

to make for future job interviews. It takes determination to find the kind

of job you want.
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An interview follow-up letter should be brief and simple.

It could be written in this format:

Yo-r Address
Civ, State
DEL:e

Interviewer's Name
Company Name
Street Address
City, State, Zip

Dear Mrs. Parks:

Thank you for the time and consideration givon me during
the job interview Wednesday afternoon.

The secretarial position we discussed interests me very
much, and I feel that I can be of service to your company.

I hope that you will consider my qnsoifications.

Sincerely yours,

(your signature)

(If letter is typed, type
your name here)

-- 48
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What to expect on the job

It is normal to have some fear, apprehension or "nervousness"

about beginning new employment. But there is usually little reason

for such feeling, as most employers are careful to introduce new help

to their duties and to their fellow workers.

As a new employee, you can expect the following from your employer:

. An explanation of all rules and regulations affecting you.

. Introduction to other employees.

. Information about the ::mount and kind of work you are expected

to do, and how it is to be done.

Information about hours, pay, vacations, fringe benefits, etc.

. Loyalty to employers, which may include penalties or discipline

for being late, disregarding safety rules, ord for disobeying

order,.

. Treatmunt as an individual, with criticism given privately in

a courte us, helpful manner.

Since some employers are more thoughtful and considerate than others,

there is bound to be variation in the way employees are handled. Regardless

of the circumtances, build a good work record and earn a good recommendation

for a better j:b. And it's al::ays unwise to quit one job before a better one

is in hand.
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What to do on the job

. Always be ahead of time.

. Give value plus in exchange for your salary.

Do your best.

Stick to the job and keep busy.

. Get enough rest to do your work well.

. Learn the names of fellow workers and key

people in the organization.

Be patient.

Learn your job before seeking advancement.

. Listen to and follow instructions.

. Observe how other employees do their jobs

and ask them for suggestions and help when

needed.

Learn the rules and regulations of the

organization.

. Have a plan of operation -- by systematic.

. Be an attractive and agreeable person.

. Keep clean, neat, and well groomed.

Control your emotions.

. Don't neglect tact and courtesy.

. Have a positive attitude at all times.
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Getting a raise or promotion

It takes time, hard work, determination, and initiative to get a raise

or promotion. The fol'owing steps can help you get a salary increase or

a better job within an organization:

Have evidence of the quality and quantity of your work.

. Show how you have benefited the organization, and how

you have advanced in performing your duties.

. Explain why you like your job and why your performance

merits advancement consideration.

. Your past performance must demonstrate your ability to

get along well with others.

. Be speci:ic in what kind of promotion or salary increase

ycu want. Your desires must be in line with your interests,

experience, and preparation.

Most jobs have possibilities that may not be apparent to the employee.

An employer often points out these possibilities when a raise or promotion

is requested, rather than gmlting the request outright. The request may

be met by a modification or with a proposal for a salary increase or pro-

motion sometime in the future. It is usually best to accept such an offer.

And the employee should also be prepared to hear "no" for answer.



How to leave a job

Leaving a job is much more than just quitting. You will gain an

employer's lasting respect by showing him the same consideration you

would want if you were to be dismissed from a job. Your past employer's

good will is necessary when it comes to getting a new job. His recom-

mendation is important. And who knows, yo "" might want to work for him

again sometime! Future employers are always interested in yoir past em-

ployment, and the way you leave a job forms an important part of your work

record.

Here are some things that should be considered when leaving a job:

. Tell your employer, either orally or in writing, when

you plan to leave.

Most employers expect a notice of two weeks or more.

One week is probably minimum notice for leaving any

job. The employer needs to find and sometimes train

a person to fill your job when you leave.

Give your reason for leaving. Rather than giving a

negative, fault-finding mason, it is usually better

to express a positive reason, This could be your desire

for more advancement opportunity, an opportunity to earn

more money, or a decision to change occupations or get

additional education.

Tell your employer about the knowledge and experience

you have gained working for him.

. Express your appreciation for the opportunity to have

worked for you: employer -- regardless of your reason

for leaving.
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When resignation is made by letter, it should be

typed on white paper and enclosed in an envelope

with the employer's or supervisor's name-en it.

. The letter should be personally given to the em-

ployer, and the employee should remain while it

is read. There will always be comments.

Here are some do's to remember when resigning

from a job:

tell why you are leaving
do as good a job on your last days as on your first
express your appreciation
tell the things you liked about the job
see your employer on your final day of work

. And here are some don'ts:

don't "tell anyone off" or express dissatisfaction
don't criticize your employer to anyone
don't slack' off in your work after you resign
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Letter of Hesigndtion

To: Steven Smitn

From: Susan Johnson

Date: September 3, 1973

Subject: Resignation as Secretary

This is to inform you of my resignation as receptionist and termination
of employment with the Ralston Company effective Friday, September 13,
1973.

While I have enjoyed my duties and my association with RalstoL, I have
decided that I can best reach my personal goals by returning to the
University this term to further my education.

MY experience with the Ralston Company will be valuable to me in any
future work situation. I appreciate the opportunities for work and
learning wIlich my association with Ralston gave me.

Sincerely yours,

(your signature)

(if letter typed, type
your name here)



Determining take-home pay

Take-home pay is the actual amount of your pay check after all

deductions have been made. The salary suffers several blows, including

taxes, insurance, dues, and retirement. All of these withholdings sub-

tracted from the gross salary results in the net, or take-home pay.

Take-home pay can be determined by this chart:

Gross Salary
(use wage/hour times number of hours in average work
week; weekly wage; bi-weekly wage; or month wage.)

Federal Income Tax
(rates available from employer)

State Income Tax
(rates available from employer)

F.I.C.A. (Social Security)
(rates available from employer)

Your share of group insurance
(rates available from employer)

Union or other dues
(rates available from employer)

Company Retirement
(rates available from employer)

Other
(depending on company)

Total Withheld

Net Take -Home Pay
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Balancing a monthly budget

Take-home pay, plus any other individual or family income, is

the basis for formulating and balancing a monthly budget.

A new budget should be written as income, family, life style,

installment loans, and other factors change.

The following schedule is helpful, in planning a budget. The

budget items for each situation will vary, however. For example,

your budget might also include savings and a fund for emergencies.
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Balancing a Monthly Budget

Net Take Home Pay
(Based on an average monthly income; and including spouse's
income, if any.)

Subtract the following recurring expenses:

Rent or Mortgage

*Average utilities bill
(divide total yearly costs by 12)

Average food costs

Average medical and dental costs

Average cost of furniture and appliances $

Payment on car(s) $ .

Average auto maintenance $

Average wardrobe cost
(include cleaning expenses)

Average insurance payments
(include all types not accounted
for elsewhere)

Average Donations
(include all types not accounted
for elsewhere)

Cost of publications
(include newspapers, magazines and books)

Taxes and vehicular licenses
(include all taxes not accounted
for elsewhere)

Loan Payments
(include all loan payments not
accounted for elsewhere)

*Include, among others: electricity, heat,
telephone, sewer, water, garbage pick-up
and gas.

OIMMINIMM

iraNIONO.

Total

Amount relaining for
leisure and savings
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Com peas* imioutsfitut
bon juitieta & aesietta
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Information of interest to juniors

The junior year is a time for planning. Those giving any consideration

at all to attending college should select their remaining high school courses

accordingly, in keeping with graduation requirements. The American College

Test (ACT) and the Scholastic Aptitude Test (SAT) should be taken.

Those considering a vocational-technical school should arrange to take

the General Aptitude Test Battery (GATB).

Financial aids should be investigated. Information on various schools

and courses should be obtained. As much information as possible pertaining

to your career interests should be examined. Your counselor can assist you

in all of these areas.
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Fisst-High picanarE

Juniors seriously considering entering college should plan to take the

National Merit Test.

Date of this test

Cost

Juniors planning t, atteni a colle,;e this state may take the American

College Test (ACT) durini; the spring of their ,lunior year. This test is

given five times daring the year. Normally tniO test is given during the

months of October, December, February, April and July.

Please note: D3ADLIN: for registration is about six week3 before the test

date.

Test dates this year

:,,egistration Deadlines

Cost 3cnool Code 1:urbcr 42007420

Students planning to attend an out cf state college may be required the

Scholastic Aptitude Test (3PJ).

Test the c:11ec '.)f you: choxe requires

-Post dates tho i;IT test unis year

iegiotration -)ena:ines

Coot 'eh,' Nurnber 142I.335

3tudenus , ocr vice should take the Military

CcCu''-'1t1)1:j.

this test. .;tacir.:

to enter

Test 2at,tery

for

. tN;Ir s..!ni-,r year. There is NO cost for

.1Y.,:na U vocationtd-technical school or

vmery, sh-dd take the General Aptitude

) cur n.- rr ,;un;o,- :,enior year. There is NO cost
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Many sources of finncl]] a:d Ire \rai:7,ble to .Audents olanning to attend

a post secJndary 'schp):. ;tart planninF this year. This book contains a

secti)n Dn scholarshl aria flnanclai aids. jee a counselor for more sne-

clfic informatien.

Mary times you will be -laked to furnish a transcript (a copy of your school

record) to an emp2oyer, the military, or a school. This is the way to obtain

a transcriot:

3hould you wish to obtain information concerning a school, a sample letter

is enclosed.

During your senior year you are encouraged to visit the college or school

in which you have an interest. This is the school policy regarding these

visitations:

Consider the various types of information that would be of interest to

employers, the military, or schools and alleges.

ef)
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200 Ninth Street, N.E.

Watertown, South Dakota
December 10, 19

Director of Admissions
Name of College (or Vocational School)
City, State, Zip

Dear Sir:

I am a student at Watertown High School and expect to graduate in
June 19 . Lam interested in your school and would appreciate
receiving a bbiletin of information and the necessary forms for filing
an application for admission. I am considering
as my major field of study.

Sincerely yours,

(your signature)

(If letter is typed, type
your name here)

Paragraph 2 (if needed)

Also please send application blanks needed in applying for:

1. Scholarships
2. National Direct student loans
3. Part time employment
4. Educational opportunity grants
5. Federally Insured Bank Loan

(You may only want one of the above listed).

Sincerely yours,

(your signature)

(If letter is typed, type
your name here)
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Charting your post-graduation plans

;:lth)uE;r1 the Mans of peonle in any high school graduating class

will vary widely, the immediate future for the majority of the graduates

will enc)moass four general areas: college, vocational-technical school,

jab entry, and military service.

To fit into any of these categories, personal information must be

available, tests must be taken, and, for continued education, financial

arrangements must be made. On the following pages is a checklist for

each category.



College and University Scholarship

and Financial Aid Information

Every year many high school graduates do not go on to college because

of "financial hardships." Although these students have a strong desire to

go to college, many of them do not so much as fill out an application form

because they feel financing would be too much of a burden.

If you feel that you are one of these students, why not consider the

following before making a final decision?

Scholarships are often awarded to "deserving students." But what many

students are not aware of is the fact that a great number of scholarships

need to be applied for.

Applications for scholarships should be submitted during the first se-

mester of the high school senior year. Since most scholarships are granted

by March 15, it is to the student's advantage to apply in December or January.

New scholarships are constantly made available by interested persons and

organizations.

To apply for a scholarship obtain an application blank by writing to the

Financial Aids Office at the school (s) of your choice.

To be considered for financial assistance other than through scholar-

ships, a student must:

. Take the American College Test (ACT) in the junior or senior year.

. Have his or her parents file a Family Financial Statement with the

American College Testing Program.

Receive the recommendation of his principal, counselor or super-

intendent.

. In special fields of study, meet the eligibility established by

the college or department.

Submit an application for financial aid properly marked for the type

or types of assistance for which you are applying by March 1.
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fr c;Jr, fr:m thc50 S )urce3:

. Feaerally Insured 3anic Loans.

Amount: Undergraduates may borrow up to $2,500 a year from a

local lender (banks, savings and loan associations, and credit

unions).

Interest: No loan will bear more than 7 per cent simple interest.

Interest begins at the time of the loan. For a student who qual

ifies under federal law, the federal government will pay the 7

per cent interest while the student is in school.

Repayment: Repayment begins between 9 and 12 months after grad

uation or withdrawal. The minimum repayment is $30 per month.

. Student Employment Opportunities.

A large number of students may earn part of their expenses through

the workstudy program.

For students not eligible under the work study program, most colleges

and universities maintain an employment service listing jobs both

on and off campus.

. National Direct Student Loan.

Amount: Undergraduates may borrow up to $1,000 in a school year

and up to $5,000 for undergraduate work.

Interest: Intero on the loan is 3 per cent per year on the

unpaid balance, F 'Iegins 9 months after graduation.

ttel)ayment: the end of one year after graduation, repayments

interst rc t' he made luarterly and may be extended over

10 years, except that the instit.tti.)n may rec:tlire a repayment of



nc less 1-tan )er month.

Cancellation: Teachers of handicapped students and of disadvantaged

students as well as law enforcement graduates may cancel 100 per cent

of this loan.

Payments may be deferred for 3 years during membership in VISTA, C..e

Peace Corps, or the military service. Payments are also deferred for

graduate work.

. Vocational Rehabilitation

. Service to Visually Handicapped

. Social Security

Veterans Administration War Orphan Assistance

. 3ducational Opportunity Grants

Amount: Grants range from $200 to $1,500 but can be no more than one

half the total assistance given a student. The grant must be matched

by the other aid (for example, matched with a scholarship loan or job).

Interest: None

Repayment: None

Renewal: Grants may be obtained up to 4 years provided a student

retains his need for the grant and reapplies by March 1 of each year.

It is recommended that you contact your counselor for latest information.



These are my plans following graduation:

Fill in the information that applies to you.

College Job Entry

ACT Test Completed Social Security No.

SAT Test Completed GATB Test Completed

Financial Application Due Employment Security Reg.

Scholarship Information Due Birth Certificate

Entrance Application Sent Resume'

Transcript Requested VocationalTechnical School

Social Security No. GATB Teat Completed

Class Rank Transcript Requested

Costs Entrance Application

Room and Board Sent

Tuition Social Security No.

Dues and Fees Financial Aid Information

Books Requested

Transportation Costs

Miscellaneous Room and Board

Military Tuition

GATB Test Completed Dues and Fees

Military Aptitude Test Books

Social Security No. Transportation

Birth Certificate
Miscellaneous

66

S1



%mance, taxe6, & limasciat

S2



Insurance

"Insurance" is a word that has different meanings to di'ferent

people in different situations, depending upon the present need for

coverage. But it always implies financial protection against some

kind of loss.

The various kinds of insurance include fire, casualty, auto-

mobile, household, life, accident, health or hospitalization, income

protection or disability, group life or health, and marine.

Most of the kinds of insurance that apply to personal use are

outlined here.

. Ordinary or Whole Life - provides insurance for life, it is

the basic form of "permanent" life insurance. Most other types of

life insurance, such as policies where payment is limited to a specific

number of years, are a form of ordinary life insurance. It is usually

issued in amounts of $1,000 or more from ages 0 to 60 or beyond, de-

pending upon the company. It is used as financial protection against

premature death, and as a means of saving money for future emergencies

and for retirement. That is, it builds "cash values" which the policy-

owner may borrow against during the life of the policy, or receive in

payments or as a lump sum when the plan is terminated. Ordinary life

insurance is used for all types of business and personal needs.

. Term Life Insurance - Term insurance provides life insurance

only during the period of premium payment. It usually reduces in value

each year, and has no cash or other lasting values. However, "level"

term ilistvance, where the death benefit remains constant, is also availa-

ble and some companies have term insurance plans that, uuild some perma-

nent value. Reducing term insurance is often purchased to provide cover-

age equal to the mortgage on a house, business, or other property. It

is also used to provide substantial amounts of low cost insurance pro-

tection on the breadwinner while the family is growing up. It is often

used by businesses and corporations to provide large amounts of life

insurance coverage for key people. Most term insurance can be converted

to some kind of permanent coverage.
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. 2.ndowment - Pays a specific sum of money to the policyholder

at a specified date. For example, a S10,000 policy that endows

in 20 years will pay the policyholder $10,000 twenty years from

the date of purchase if he pays the premiums. Since it is one of

the forms of life insurance, it will pay the face or endowment

amount to a beneficiary if the polic:holder dies prematurely.

. Group Life and Health - A group of persons, usually employees

of a business or public institution or members of an association,

can buy life and health insurance under one master policy. Under

this arrangement, the insurance company must usually accept all

members of the group regardless of age or condition of health.

Group life insurance is usually term, provided at a very low cost.

The healuh insurance pays all or part of the cost of hospitalization,

surgery, or related medical care. An employer usually pays a portion

of tile cost of a group insurance plan. When an individual leaves the

group he is associated with he usually has the option of converting

his insurance to a private plan.

Health or Hospitalization - Pays all or part of the cost of

hospital room and board, surgery, doctor calls, and miscellaneous

medical expenses. There is a limit written into the policy stating

the maximum that will be paid for the covered services. A major

medical policy can be purchased separately or in conjunction with

a basic hospital policy. This will provide funds for health care

services up to a specified amount, such as $10,000 or $25,000.

. Accident Insurance - Provides a specified sum of money for

injuries and for treatment of these injuries. Often pays a stipu-

lated amount for loss of life or for loss of limbs or eyesight.

. Income Protection or disability - Pays a set amount for a

specified period of time when the insured is unable to perform

his usual work due to illness or accident. Payment begins at once

or some time after disability begins, depending upon he plan that

was selected by the insured.

. Marine Insurance - Covers ships ,:id their cargoes. Inland

marine insurance has broad application, and covers small boats,

snowmobiles and miscellaneous vehicles, and even furs and jewelry.
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A.utomobile Insurance

The automobile policy contains thousands of words to cover every

type of situation which might occur. The policy contains three basic

parts: Insuring Agreements, :i;xclusions, and Conditions.

Insuring Agreements state just what the insuring company will do

for the insured under each coverage he carries.

Exclusions tell just what the policy will not do, or in what situ-

ations the coverage will not apply. Exclusions were once called the

"fine print," and some believed they were designed to take away coverage

that was given to them in large print. However, exclusions are usually

printed in the same type as the rest of the policy and they are accepted

as standard safeguards a0ainst situations for which the policy was not

intended to provide protection. Without these safeguards, insurance

costs would be prohibitive.

Conditions outline what the insured must do in certain instances.

They lay down the basic "ground rules" under which the policy will operate.

Coverages

. Liability - Bodily injury and property damage liability

insurance protects you if you are involved in an auto

accident in which another person is injured or killed,

or in which the property of someone else is damaged.

. Collision - Collision coverage pays for repairs to your

car when the damage is caused by collision with another

car or object or by upsetting.

. Medical Expense - Regardless of fault, this coverage

pays doctor, dental, surgical, hospital, and other

medical bills for injuries sustained by you, other

members of your family, and guests while riding in

your car, up to coverage limits.
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Comprehensive, Fire k Theft - Covers loss or damage

to your car from virtually every cause, except collision

or upset and normal wear and tear. A few examples of

this kind of coverage are damage from fire, storms,

falling trees or other objects, glass breakage, wild

or domestic animals, and flood.

Uninsured Motorists - If you or members of your family

are injured in an auto accident caused by a negligent

uninsured motorist or a hit-and-rur driver, chances are

you will not be able to collect anything from that driver.

This kind of coverage pays what you are legally entitled

to receive for bodily injuries up to the limits specified

in the financial responsibility laws.

Towing and Road Service - Reimburses a reasonable amount

for towing your car to a garage or for labor costs per-

formed at the place your car becomes disabled.

. Death, Dismemberment, and Disability - Pays a specified

sum of money, like life insurance, if you are killed in

an auto accident, or if you lose eyesight or limbs. Pays

a specified amount for certain fractures, and a weekly

amount for disability caused by an auto accident.

. Additional Expense Coverage - Pays a specified daily

amount while collision damage to your car is being

repaired. Often pays such expenses as meals, car

rental, motel, and phone

Auto insurance policies have become very broad, and can include cover-

ages not directly or only indirectly associated with driving. Some of these

coverages follow:

. Family and Residence Liability - Covers you and your

family living with you with protection against liability

claims resulting from almost any personal act. Covers for
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injuries received by visitors to your property, for accidents

caused by your children, pets, or other animals, and by your

participation in sports such as hunting, fishing, or golfing.

Provides reasonable medical payments.

. Credit Card Forgery Provides coverage against forgeries in

connection with your credit cards, checks, and loss from ac

ceptance of counterfeit money.

q

71



Homeowners Package Policy

This type of coverage is given several names, such as fire cmd

casualty or extended coverage, but it protects your home and possessions

against nearly every conceivable loss.

The New York Standard Fire Policy has been adopted in most of the

states, and is recognized as the basis for all American fire Insurance.

Protection afforded by the Standard Fire Policy includes fire,

lightning, and removal of property from premises endangered by the perils

insured against. It is a "named peril" policy; that is, it covers only

the perils set forth and named in the contract, subject to exclusions

and limitations. Loss settlement is usually based on actual cash value -

replacement cost less depreciation.

Fire, as a covered peril, must be "hostile" and there must be actual

ignition. As long as a fire serves a useful purpose and remains in the

place or container in which it was intended to remain it is termed a

"friendly" fire.

Even though the chance of fire loss is only one in a hundred, lending

institutions require fire insurance to protect both themselves and their

customers.

Extended coverage goes beyond fire damage and includes damage or loss

caused by lightning, windstorms, hail, e-dlosions, aircraft, smoke, vehicles,

collapse, falling objects, breakage of glass, weigh* ^f ice, snow, or sleet,

accidental discharge, leakage or overflow, freezing, elbctrical damage, riot

or civil commotion, theft, and damage done by burgulars.

Most homeowner policies include personal and family liability protection.

Special amounts for certain property, such as money and coin collections,

securities, stamp collections, furs and jewelry, and sporting goods can be

included in most policies.

Since there is about a 50 percent chance that a homeowner will die

before his home is clear of debt, most companies will issue a companion

"mortgage insurance" policy, actually a term life insurance policy, to

pay off the home in the event of death. Many companies also write disability

insurance coverage on the homeowner, so that a portion of his income will

continue if he becomes disabled.
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Insurance Terminology

Actual Cash Value Cost of replacement, less depreciation.

Ad ustor

Agent, General

Agent, Local

Appraiser

Assessment

Broker

Claim

Concurrent Insurance

910vidend

Double Indemnity

Endorsement

Face Amount

Ildemnifir

One who determines the liability of the
insurance company after a loss covered
by insurance.

Company representative in a large territory,
who supervises the company's i.usiness within
that territory.

Repesentative of a company who makes
contacts with insurable persons, and writes
policies.

One whose function it is to determine the
present value of property.

Additional premium, in the event that the
amount of the premium previously collected
is not sufficient to pay losses and expenses.

An individual or organization acting as a
representative of the insured and the
insurer in writing insurance contracts.

The petition or suit of an individual or
corporation to recover for a loss which may
come within the terms of a policy contract.

Two or more insurance policies which cover
the same interest in an identical property
to the same extent.

A refund to a policyholder of a part of his
premium not needed to pay his share of the
losses and expenses of the company.

A sum equal to twice the face amount of an
insurance policy.

A supplementary agreement attached to an
insurance policy for the purpose of changing
its conditions. or altering its coverage.

The amount stated in the policy as4the limit
of the insurance company's liability.

To compensate for Joss actually sustained.
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Insurance

Inventory

Larceny

Legal Reserve

Liability

Liability Limits

Medical Benefits

Merit Rating

Moral Hazard

Mutual Insurance
Company

Nonassessable Policy

Other Insurance Clause

Policyholder

Possession

Premium_---___

The contract,i exists
when one party, in consiuer,,ti_on of a fixed
sum, agrees to reLmburse another for a loss
which may be caused in the future by desig-
nated hazards. The terra assurance, common
in :.rigland, .44.3 generally c-ns;_dorec, identical

with insurance.

A list of all_ articles involved, with costs
or valuation.

Unlawful taking of tne Personal property of
another.

Amount of mney whict; tne law ree.aires an
insurance tf-, held in readiness to pay
claims.

Any legally enforceable obligation.

The sum or sums beyond which a liability
insurance comparr, does not protect the
insured in any particular policy.

Payment of ex,)nses L,.dical care necessi-
tated by injuries suSferJd from insured
hazards.

A reducticf or; premlum allowed a particular
insured because of good record.

Possibility 01 Lose being caused by dis-
honesty or careT:escrLesz..

An in,:orp,r,i+:cd iplurer wit,,01-, capital
stock.

An insu:74r.,.e cen7,ract under the term of

which the insured m.-.1,7 not be called upon
for any contribut,lf. i,dditior to his

premium.

1'
Prwlsion :;tating wh&t io 1, -. be done in

the event that another c-,ntract embraces
tne came r :)ert hi) 1,a ro

One to whom an dlLi.amr.ce hr.s been

granted.

The righ-, to hold did crirtrr1 .,reperuy in

n, nocrarily
ownen;ili

Gwziwxat;r1 tr1:1"anco nrotection.
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Principal The party whose action, honesty, or
responsibility is to be guaranteed.

Principal Sum

Property Damage
TIMITUTIFEffilance

Property Insurance

Public Liability
Insurance

Rate

Rating Bureau

Reinsurance

Risk

Stated Limit

Waiver

Amount a health and accident policy
will pay in case of death, exclusive
of double indemnity, etc.

Protection against liability for
damage to the property of others.

Protection which is concerned with
loss to property.

Any form of coverage which protects
the insured against claims based upon
personal injury.

The agreed factor in determining an
insurance premium.

An organization which inspects properties
and hazards and publishes insurance rates.

An agreement by which one insuring company
reinsures its risk with another insuring
company known as the reinsurer.

Possible danger of injury; or the thing
"'insured.

Med amounts in a policy beyond which
the insuring company will not be liable
in the event of a claim.

Conscious surrender of a right that is known
to exist.
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Taxes and financial

The forms on the following pages represent the taxing and banking

situations that nearly all people encounter in their adult life. They

are coded A through L for reference purposes.

A. Employee's Withholding Allowance Certificate.

Determines the number of allowances you can

claim for federal tax withholding purposes.

Estimates itemized deductions for the year

based on salary and on whether employee is

single, married with spouse not working, or

married with both husband and wife working.

B. Form W-4, Employee's Withholding Allowance

Certificate. Certificate for income tax with-

holding purposes that lists the total number

of allowances claimed, plus any additional

amount the employee is having withhheld from

his pay check.

C. Form W-4E, Exemption from Withholding of

Federal Income Tax. For use by employees

who had no tax liability during the past

year, and who expect to have none during

the current year.

D. Form W-2, Wage and Tax Statement. Issued

by employers to employees, with one copy

to be filed with Federal income tax return.

Lists wages and other compensation paid
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during the :,r, Federa, Income withheld,

and FICA ernl',yee tax withheld. Four copies

of the ,..--2 form are made.

E. Short Form 1040A, U. S. Individual Income Tax

Return. An abbreviated tax return form for

taxpayers who do not wish to itemize deductions.

F. Form 1040, U. 3. Individual Income Tax Return.

A detailed tax return form.

G. Form 1040, Schecluies A and B. Itemized de

ductions and dividend and interest income.

H. Personal Property Tax Return. State of South

Dakota list of taxable property.

I. Information for opening a bank checking

account.

J. Sample check with record keeping stub.

K. Sample bank account deposit slip.

L. Sample Personal bank promissory loan

note.
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A

Employee's Withholding Allowance Certificate
The explanatory. material below will help you determine your correct number of withholding

allowances, and will indicate whether you should complete the new Form W-4

How Many Withholding Allowances May You Claim?

Please use the schedule below to deicqnine the number of allowances you may claim for tax withholding purposes.
In determining the number keep in mind these points. If you are single and hold more than one job, you may not claim the
same allowances with more than one employer at the same time; If you are married and both you and your wife or husband
are employed., you may not claim the same allowances with your employers at the same time A nonresident alien other
than a resident of Canada, Mexico or Puerto Rico may claim only one personal allowance.

Figure Your Total Withholding Allowances Below
(a) Allowance for yourselfenter 1
(b) Allowance for your wife (husband)enter 1 ,, .... .. ....
(c) Allowance for your ageif 65 or overenter 1 . , , , , . , . , ..
(d) Allowance for your wife's (husband's) ageif 65 or over--enter 1
(e) Allowance for blindness (yourself)enter 1 .. .. , , . . .

(f) Allowance for blindness (wife or husband) enter 1 .... ... ... % , % , ,
(g) Aliowance(s) for dependent(s)you are entitled to claim an allowance for each dependent you will be able

to claim on your Federal income tax return. Dc not include yourself or your wife (husband)*
(h) Special withholding allowanceif you have Only one job, and do not have a wife or husband who works

enter 1 .. ...... , . . , ..... ..

(I) Totaladd lines (a) through (h) above ..... ... ... .... .. ..

If you do not plan to itemize deductions on your income tax return, enter the number shown on line (1) on
line 1,, Form W-4 below Skip lines ()) and (k).

(j) Allowance(s) for itemized deductions---If you do plan to itemize deductions on your Income tax return, enter
the number from line 5 of worksheet on back . .

(k) Totaladd lines (I) and (j) above Enter here and on line 1, Form W-4 below
If you are in doubt as to whom you may claim as a dependent, see the instructions which came with your last Federal income tax return
or call your local Internal Revenue Sery cc off ce

See Table and Worksheet on Back if You Plan to Itemize Your Deductions
Completing New Form W-4

If you find that you ere entitled to one or more allowances in addition to those wnich you are now claiming, please
increase you- number of allowances by completing the form below and filing with your employer. If the number of allowances
you pieviously claimed decreases, you must file a new Form W-4 within 10 days. (Should you expect to owe more tax than
dim oe withheld, you may u the same form to increase your withholding by claiming fewer or "0 ' allowances on line 1 or
by asking for additional withholding on line 2 or both )
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What If You Itemize Deductions?
If you expect to itemize deductions on your income tax return, you may be entitled to claim one or more additional

withholding allowances on line (I) on page 1 You may claim one additional withholding allowance for each $750, or fraction
of $750, by which you expect your itemized deductions for the year to exceed the amounts shown in columns (A), (B), or
(C) below

Married employees Mamed employees (both
Estimated Single with one job husband and wife waking)

salaries and employees (wife or husband and employees teaching in
wages (with one lob) is not working) more than one job

(A) (0) (C)

Under $8,000 . $1,700 $1,700. $1,700
$8,000-10,000 1,800 1,.::00 2 000
10,000-12,000 2,200 2,200 2,700
12,000-15,000 2,400 2,400 , . . , 2,700
15,000-20,000 2,400 2,400 . , , , , , , 3,300
20,000-25,000 2,400 2,400 4,000
25,000-30,000 2,900 2,400 4,900
30,000-35,000 , 3,800 2,400 5,900
35,000-40.000 . . 4,900 2,700. . 6,900
40,000-45,000 6,400 3,500 . . 7,900
45,000--50,0002 7.900 4,500 9,100
I If your annual salary or wager. exceeds 1,'JU,L)t U y ,. 111 I e ,I., , It Itid tt.'11.11 111',',A.(iln all000ance for cacti $750 nr fraction of $750, by which
your expected item zed deductions will e.cced the following A single employee with one lo.)--19 percent of annual salary or wages, A married
employee with one lob whose wife or husband is not working- 13 percent of annual salary or wages, A ruaruid employees whose wife or husband is
also working, or an employee who holds more than one lob-22 percent of the combined or total annual salary u. ,ages.

Determining Withholding Allowances For Itemized Deductions
The worksheet below will be helpful to you in determining whether your expected itemized deductions entitle you to

claim one or more additional withholding allowances.

Worksheet
1 Total estimated annual salary or wages (from all sources) . 1 ! $

2 Total expected itemized deductions for the year , , .. ....
3 Appropnate amount from column (A), (B), (C) or footnote 1, abays! . .-

4 Balance. Subtract line 3 from line 2 (If "O'' or less, you are not entitle iditional allow.
ance(s) for itemized deductions)

5 If the amount on line 4 is:
Enter on Enter on Enter on

Between line 5 Between line 5 Between sine 5
$0- $750 . . 1 $2,251---$3,000 4 $4.501-4,-.250 7

751-1,500 . 2 3,001- 3,750 5 5,251- 6,000 8
1,501 - 2,250. 3 3,751- 4,500 6 6,001- 6,750 . 9

Note: If the amount on line 4 is over $6,750 you get c.' allowances, plus I allowance for each
$750 or fraction thereof by which the amount on line 4 exceeds $6,756. If the bal.
ance on line 41, 4s less than "0," you may be having too tittle tax withheld You can gen-
erally avoid t.Iiir. by claiming one less allowance (than the total number to which you are
entitled) for each $75C by which the estimated deductions on line 2 are less than the
amount on line 3

2
3

4 $

5

Enter this
number on

line (I),

0,;; Page 1.

U.S ::*:.YERNMENT PRINTING OfFICL IOU -0450 ;,47
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B

Form W-4
(Rev Aug 1972)
Department ol the Treasury
I Myra* Revenue Serv(ce

Employee's Withholding Allowance Certificate
(This certificate is for income tax withholding purposes
only; it will remain in effect until you change it.)

Type Jr print your full name

Home address (Number and street or rural route)

C,t, or town State and ZIP code

Your social security number

Marital status
Single Married

(If marned but legally separated, or wife
(husband) is a nonresident ellen, check the
song'. block.)

1 Total number of allowances you are claiming

2 AdoltIonal amount, if any. you want deducted from each pay (if your employer agrees)
I CertitY that to the best of my knowledge and belief. the number of withholding allowances claimed on this certificate does not exceed the

; .muer to A/1.01 I am entitled

Signature 111.

C

Form W-4E
boporistord oi the treason,
Internal Revenue Sonnet

15

Exemption From Withholding
1©72(of Federal Income Tax)

For use by employees who incurred no tax liability (Rev 1-72)In 1971 and anticipate no tax liability for 1972
Type or print futi name Social Secunty Number I Expiration date (see im

structlons and enter date)

Home address (Number and Street)

City, State. and ZIP Code

Employee.--rile this certificate v/ith your employer
Otherwise he must ulthhold Federal income tax from
your wages.

Employee's certification.Unde penalties of perjury, I certify that I
Incurred no liability for Federal income tax for 1971 and that I anticipate
that I will incur no liability for Federal income tax for 1972.

r-,Employer.Keep this cotifitate with your records. (Signature)
This certificate may be instead of Form W-4 by
those employees qualifill to claim the exemption.

(Date)
4111..11111=111.01, .4111

80

96



WAGE AND TAX STATEMENT

Employers are required to file FORM W-2 for each employee with the
Internal Revenuz Service (IRS). Examples of this form are included on

this page and on the following page.

Copy A -- For Internal Revenue Service Center
Copy B To be filed with employee's tax return
Copy C -- For employee's records
Copy D -- For employer

WAGE AND TAX STATEMENT102

Tnes or plat EMPLOYER'S identification number. was, and odd= above. Copy AFor Internal Revtnue Service Center
FEDERAL INCOME TAX INFORMATION SOCIAL SECURITY INFORMATION

Federal mew 21111
111111121111111

I

withholding to 1972 Pidtrwt"

EMPLOYEES social security number

Type or print EMPLOYEES name and address (including ZIP code) above.

FICA oamploolo Total FICA wages
paid in 1972tar withheld'

Includes tips reported by employee. Amount is before payroll
deductions or sick pay exclusion.

Report salary or other employee compensation which was not
subject to withholding. See Circular E. Farmers, see Circular A.

The social security (FICA) rate of 5 2% includes .6% for Hos-
pital Insurance Benefits and 4.6% for oldege, survivors, and dis-
aoility insurance.

Includes bps reported by employee.

Uncollected F.mployes Tax on Tips

FORM W-2 Department of the Treasury. Internal Revenue Service EMPLOYER: See instructions on back of copy D.

WAGE AND TAX STATEMENT 9c)72
Type or print EMPLOYER'S idontification number, name, and address above. Copy BTo be filed with employee's tax return 4)

FEDERAL INCOME TAX INFORMATION SOCIAL SECUMTY INFORMATIONr
Total FICA wages

paid in 1972 4

' Includes tips reported by employee. Amount is before payroll
deductions or sick pay exclusion.

2 Add this stem to wages in figuring the amount to be reported
as wages and 'Modes on your income tax return.

cadent Mclean tax
withheld

Wises paid sulked to
withholding is 1972 '

°Rim compensation
paid in 1972

EMPLOYEE'S social security number

Type or print EMPLOYEE'S name and address (Including ZIP code) above.

FICA employes
tax withheld'

'The social security (FICA) rate of 5.2% includes .6% for Hos-
pital Insurance Benefits and 4.6% for oldage, survivors, and dis-
ability insurance.

4 Includes tips reported by employee.

Uncollected Employee Tax on Tips $

FOAM W-2 Department of the Treasury. Internet Revenue Service

867



The W=..r.;:, In TAX jTIT-21:_:NT is :)eriodically H371.;ed Jles
can be nbLained in any Post Office.

Typo or print EMPLOYER'S identification number, name, and address above.

FEDERAL INCOME TAX INFORMATION

WAGE AND TAX STATEMENT 102

Copy C--For employee's records
SOCIAL SECURITY INFORMATION

Federal *mum tax Wages veld subject to
withhold withholding in 1972 7

Other compensation
paid in 1972 7

FIFA emPlosie
tax withhold 3

Total FICA wags
paid in 1972

EMPLOYEE'S social security number te

Type or print EMPLOYEE'S name and address (including ZIP Code) above.

I Includes tips reported by employee. Amount is before payroll
deductions or sick nay exclusion.

3 AM this Itssn to wages to figuring the amount to be reported a worm owl
salaries esi pier Income tax return.

2 The social security (FICA) rate of 5.2% include .6% for nospla bows=
Benefits and 4.6% for oldago, summrs, and disability insurance.

includes tips reported by 'metope. If your wages were subject to social
secunty taxes, but are not shown, these wages are the same as walls shown under
"Federal Income Tax Information," but not more than the maximum sweat

sullied to FICA tax

Uncollected Employee Tax on Tips . $

FORM W -2 Department of the Treasury, Internal Revenue Service

WAGE AND TAX STATEMENT1t72

Type or print EMPLOYER'S identification number, name, and address above. Copy D- -For employer
FEDERAL INCOME TAX INFORMATION SOCIAL SECURITY INFORMATION

federal income tax Wares paid soblect to
w'thheld withholding in 1972 3

Other compensation
raid in 1972 7

EMPLOYEE'S social security number e.

Type or pant EMPLOYEE S name and address (including ZIP Code) above

FOrrm W-2 Oerirtrnert of the Treasury, Internal Revenue Service

FICA employee Total FICA wages
tax withheld paid in 1972

I Includes tips reported by employee. Amount is before payroll
deductions or sick pay exclusion

' Report salary or other employee compensation which we s not
subject to withholoing. Stu Circular E Farmers, see Circular A.

3 The social security (FICA) rate of 5 2% nc11-4.s 6% for Hos-
pital Insurance Benefits and 4.6% for oldage, survivors, and dis-
ability insurance.

Includes tips reported by employee.

Uncollected Employee Tax on Tips $

9)8



Short Form 1040A U.S. Individual Income Tax Return Department of the Treasury
Internal Revenue Service 1972

ain st name Ana initio"if iont return use first names and middle inittats c' both) Last name Your social security number
z, (Husband's. if Joint refund

. ..

Bt Present tome address ,Number and street (including apartment number) ci rural route) i Wife's number, if pint Mum

a.
o
.0 City town or pus: office State and ZIP code Oscar- Yours
re
si pitied

et woes

Filing Statuscheck only one:
1 '--- Single

2 Married fling joint return
3 Married filing separately If wife (husband) is also filing, give

her (his) social security number and first name here

Exemptions Regular
6 Yourself , .

7 Wife (husband) , 0

65 or over Blind Enter

EnumberI, of boors
D checked

8 First names of your dependent children who I ved with you

Enter4 7' Unmarried Head of Household- . atomizer 10.
5 Widow(er) with dependent child (Enter year of 9 Number of other dependents (from line 25) , . ,

____ death of husband (wife) 19 ) 10 Total exemptions claimed

°
e 11 Wages. salaries, tips. etc. (attach Form W-2 to front It unavailable, attach explanation) : 11
-

.eat .2 12a Dhildends ( if aver SseZe00,,nsuts,ejtomrnms )$ 12b less Exclusion $ - - Balance po. 12c
1 ft 1 .1)
1 1, 13 Interest income (if over $200, use Form 1040) ....... .. . , . , . , .-
0 14 Total lines 11, 12c, and 13 (Adjusted Gross Income) , .. ... , . . . . 14

b gi.. If line 14 is $20,000 or less and you want IRS to figure your tax, ste instructions on page 3.
If line 14 is under $10,000, find tax in Tables 1-12 and enter on line 19. Skip lines 15 through 18.
If line 14 is 610,000 or more go to line 15.

15 It line 14 is $10.000 or more, enter 15% of line 14 but not more than $2,000 ($1,000 if tine 3 was checked) . j 15

16 Subtract line 15 from line 14 . , , , .- , . . , , .. ... .... . , ., . 16

00to 0ti
o

Gi Li
.0

RI

17 Multiply total number of exemptions claimed on line 10 by $750 . .. .. .... . 17

18 Taxable income (subtract line 17 from line 16) , , . , , . , . . 18
(Figure tax on amount on line 18 using Tax Rate Schedule X. Y. or 2, and enter tax on line 19.)

19 Tax, check if from I I Tax Tables 1-12, or Tax Rate Schedule X, V. or Z

20 Credit for contributions to candidates for public office (see instructions on page 5; .. . . 20

21 Income tax (subtract line 20 from line 19). If less than zero, enter zero . . , . . , , , j 21

22 Total Federal income tax withheld (attach Form W-2 to front) ; 22

Pay in full with return Write social security

23 If line 21 is larger than line 22, enter BALANCE DUE IRS. number on check or money order and make
po. 23payable to Internal Revenue Service

24 If line 22 is larger than line 21, enter REFUND I 24 !

a NAME (b) Relationship (o) Months lived in your (d) Did de le) Amount YOU (f) Amount furnished
In home If born or died dur pendent have' furnished for de by OTHERS molud

... ; mg year,, write B or D. income of pendents support. mg dependent.
$750 or more' If 100% write ALL.

4)13.0 $

0 25 Total number of dependents listed in column (a). Enter here and on line 9 II'
26 Print or type the location of your principal place of residence at end of year (not necessalily the same as your post office address).

'

;a, State tb' County (Ci Locality if you liver ins', the boundaries of an incorporated ri (d) Townsohnippa(seelesirtructions

city, town etc., cote its name, if not. check here L_1
a, be,
= ,.. ;

c .-: ,

> MI -'4,';:7/.4'/4.
cc° 6; 27 Enter the number of persons Included on line 10 For IRS use onlyLeave blank

who (1) are filing a return of their own; or. (2) did
ririt live at your principal place of residence at the

1 1

eni: of the year . $0
,;.

Under peoalt.e, of periory I declare that I have examined this return, includ fig accompanying schedules and statements and to the best of my knowledge and belief
it .s t.up coirent, vis complete Deciafation of preparer (other than taxpayer) is based on all information of which he has any knowledge

Sign
here

Date O'Preparer s signature ,other than taxpayer)

Wilt s thusband si s gnature (if ftlirg jointly BOTH must sign even if only one had income, Address (and ZIP Code)

It*** U S GOVERNMENT 1,014716v OFF99-0-4TR) 476 E 1 25 1110272

Date

treemer's Ea*. Meat Ier See. Sec. No.



F

:21040 um Department of the Treasury / Internal Revenue Service

Individual Income Tax Return
For the year January 1-Dectmber 31. 1972. or other taxable year beginning - . . 1972, ending -- - -

102
& first name and initial (It Joint return, use lint names and timid!' !rubes of both)
Zr

Present borne address (Number and street. Inciuding apartment number or rural route)

City. town or post office. State and ZIP code

ii

Filing Statuscheck only one:
1 J Single

g 2 Married filing joint return (even if only one I ad income)

.c 3 v Married filing separately. If wife (husband) is also
ci filing give her (his) social security number and first

name here.

E

U" 4 r- i Unmarried Head of Household

Last name Your social security amber
(Husband's, If joint return)

Wife's number, If folat ream

Yours

Pe") Wite's

Exemptions Regular / 65 or over / Blind Enter
6 Yourself
7 Wife (husband), 0

rat
Wombat.

8 First names of your dependent children who lived with
you

Enter
number Is.

"6 5 r"-- Widower) with dependent child (Enter year of death 9 Number of other dependents (from line 32) . , . I"
co of husband (wife) P. 19 ) 10 Total exemptions claimed .

Wages, salaries. tips, and other employee compensation. If u(nAstratag.m,"tawitopfanattion) . 11
...0. 11

Cs

.c
C.) 12a Dividends (173173.611°) $ 12b Less exclusion $ Balance ., p.

zaa g (If gross dividends and other distributions are over $200, list in Part I of Schedule B.)
13 Interest Income.w c)

('If
$200 or less, enter total without listing in Schedule B1

to .u If over $200, enter total and list in Part II of Schedule Bjr , 14 Income other than wages, dividends, and interest (from line 45) , , , , . . .E
15 Total (add lines 11. 12c, 13 and 14)

1 16 Adjustments to income (such as "sick pay," moving expenses, etc. from line 50) ,
17 Subtract line 16 from line 15 (adjusted gross income) 17

Caution: If you have unearned income and you could If you do not itemize deductions If you itemize deductions or
be claimed as a dependent on your parent's return, and line 17 is under $10,000, line 17 is $10,000 or more, go
see boxed instruction on page 7, under the heading find tax in Tables and enter on to line 51 to figure tax.
"Tax.CreditsPayments." Check this block O. line 18.

12c

13

14

15_
16

I I Form 4726

Tax Tables 1-12, Tax Rate Schedule X, Y. or Z18 Tax, check if from X
i

Schedule 0 G , or ri
19 Total credits (from hne 61) . . , , .. , .. . , . .. . ... :

20 Income tax (subtract line 19 from line 18) .... .... .. , . , , .

21 Other taxes (from line 67) , , , . . , , ,, , .

22 , , ... .. ...Total (add lines 20 and 21) , . . .

23 Total Federal income tax withheld (attach Forms W-2
or W-2P to front) , ......

24 1972 Estimated tax payments (include amount aLowed
as credit from 1971 return) , . . , . , ,

25 Amount paid with Form 4368, Application for Automatic Extension

of Time to File U S Individual Income Tax Return , . , ,
26 Other payments (from line 71) -. . .. ...
27 Total (add lines 23., 24, 25, and 26)

28 If line 22 is larger than 27,, enter BALANCE DUE IRS

24

25
26

Pep in full with return. Make
chock or money order payable
to Internal Revenue Some,

. 127 !

ID.

29 If line 27 is larger than line 22, enter amount OVERPAID ,, 1.. _29_,
30 Line 29 to be REFUNDED TO YOU .. , .... .. .. . 30
31 tine 29 to be cred.te.r1 on 1973 estimated tax 31 ; W'r //,0':%%gZ//,/,;%/7Z4V; .

Did you, at any time during the taxable year, have any interest in or signature or other authority
over a bitnk, securities, or other financial account in a foreign country (except in a U.S.
m Mary banking facility operated by a U.S. financial institution)? , , ... Pa. Yes No
If "Yes,'' attach Form 4683 (For definitions, see Form 4683 )

Note. Be sure to complete Revenue Sharing (lines 33 and 34) on next page.
4.; nift penalties of periury I declare that I have examined this return, including accompanying schedules and statements and to the best of my knowledge and beliefits true r.orr,:ct anJ complete Declaration of prepare, (other thsr taxpayer) is based on all information of which he has any knowledge

Sign
10 I or s,i Preparer's" here i g nature (other than tax payery- Date

nustraiJ s S.grature iii iiiine jointly t( TH must sign even if only she had Income), Address land ZIP Code) Preparer'il Imp. litent. er Sec See. N.



Form 1040 (1972) Page 2
(a) NAME (b) Relationship

home.
onths lived in your (d) Oid de. (e) Amount YOU

If born or died pendent have furnished for de
during year, write B or I income of pendent's support.

S750 or more? If 100% write ALL.

$

(f) Amount furnished
by OTHERS includ
mg dependent.

32 Total number of dependents listed in column (a). Enter here and on line 9 . . . . e e e I

33 Print or type the location of your principal place of residence at end of year (not necessarily the same as your post office address).
(a) State I (b) County (c) Loality. If you lived inside the boundaries of an incorm l (d) Township Bee instructions

rated city, town, etc., enter its name; If not, check hors ).1_, 1 se Pep 8)

34 Enter the number of persons included on line 10
who (1) are filing a return of their own; or, (2)
did not live at your principal place of residence
at the end of the year

PART I.Income other than Wages, Dividends, and

%/0:,%M7,,'W/Z0;';',' 'X'/,'W/,,/ /,%///':,,i//' /7 /
For IRS use only-7-Leave blank

i I :
..

WA/ ,/'/// ///',,'/4 '/, //,'%/2////7 ,,,,,,,/,) J, z_.
Interest

35 Business income (or loss) (attach Schedule C)
36 Net gain (or loss) from sale or exchange of capital assets (attach Schedule D)
37 Net gain (or loss) from Supplemental Schedule of Gains and Losses (attach Form 4797)
38 Pensions and annuities, rents and royalties, partnerships, estates or trusts, etc. (attach Schedule E)
39 Farm income (or loss) (attach Schedule F)
40 Fully taxable pensions and annuities (not reported on Schedule Esee instructions on page 8)
41 50% of capital gain distributions (not reported on Schedule D)
42 State income tax refunds (cautionsee instructions on page 8)
43 Alimony
44 Other (state nature and source)
45 Total (add lines 35 through 44). Enter here and on line 14
PART II.Adjustments to Income

35
36
37
38
39
40
41
42
43
44
45

46 "Sick pay" if included in income (attach Form 2440 or other required statement)
47 Moving expense (attach Form 3903)
48 Employee business expense (attach Form 2106 or other statement)
49 Payments as a self-employed person to a retirement plan, etc. (see Form 4848) .

50 Total adjustments (add lines 46, 47, 48, and 49). Enter here and on line 16
FART IllTax Computation (Do not use this part if you use Tax Tables 1-12 to find your tax.)

51 Adjusted gross income (from line 17)
52 (a) If you itemize deductions, enter total from Schedule A, line 40 and attach Schedule A

(b) If you do not itemize deductions, enter 15% of line 51, but do NOT enter more
than $2,000. ($1,000 if line 3 is checked)

53 Subtract line 52 from line 51
54 Multiply total number of exemptions claimed on line 10, by $750
55 Taxable income. Subtract line 54 from line 53

46
47
48
49
50

51

52

53
54
55

(Figure your tax on the amount on line 55 by using Tax Rate Schedule X, Y or Z, or if applicable, the alternative tax from Sched-
ule D, income averaging from Schedule G, or maximum tax from Form 4726.) Enter tax on line 18.

PART IV.Credits
56 Retirement income credit (attach Schedule R) .
57 Investment credit (attach Form 3468)
58 Foreign tax credit (attach Form 1116)
59 Credit for contributions to candidates for public officesee instructions on page 9

56
57
58
59

60 Work Incentive Program credit (attach Form 4874) 60
61 Total credits (add lines 56, 57, 58, 59, and 60). Enter here and on line 19 . 61

PART V.--Other Taxes
62 Self-employment tax (attach Schedule SE)
63 Tax from recomputing prioryear investment credit (attach Form 4255)
64 Minimum tax (see instructions on page 10). Check here 0, if Form 4625 is attached
65 Social secur.ty tax on tip income not reported to employer (attach Form 4137)
66 Uncollected employee social security tax on tips (from Forms W-2)
67 Total (add lines 62, 63, 64, 65, and 66). Enter here and on line 21 . .

PART VI.Other Payments

62
63
64
65
66
67

68 Excess FICA tax withheld (two or more employerssee instructions on page 10) , . . .

69 Credit for Federal tax on spec al fuels, nonhighway gasoline and lubricating oil (attach Form 4136)

70 Credit from a Regulated Investment Company (attach Form 2439)
71 Total (add lines 68, 69, and 70). Enter here and on line 26

68
69
70

111* i 71

*tat* US GOVERNMENT PRINTING OFFICE 14720 459 273 II 2609 697
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Schedules A&BItemized Deductions AND
(Form 1040) Dividend and Interest Income
Department of the Treasury
Internal Revenue Servo 10. Attach to Form 1040.

'f1072
Name(s) as shown on Form 1040 Your social security number

Schedule AItemized Deductions (Schedule B on back)
Medical and dental expenses (not compensated by insurance Contributions.Cashincluding checks, money orders, etc.
or otherwise) for med.cine and drugs, doctors, dentists. nurses, (Itemizesee instructions on page 11 for examples.)
hospital care, insurance premiums for medical

1 One half (but not more than $150) of in-
surance premiums for medical care. (Be
sure to include in line 10 below) . . .

2 Medicine and drugs . , . , , .

3 Enter 1% of line 17, Form 1040 , ,

4 Subtract line 3 from line 2. Enter differ-
ence (if less than zero, enter zero) .; .

5 Enter balance of insurance premiums for
medical care not entered on line 1 . .

6 Itemize other medical and dental ex.
penses. Include hearing aids, dentures,
eyeglasses, transportation, etc.

care, etc.

18 Total cash contributions
19 Other than cash (see instructions on

page 12 for required statement). Enter
total for such items here : :

20 Carryover from prior years
21 Total contributions (Add lines 18, 19, and

20. Enter here and on line 35, below.)

Interest expense.

22 Home mortgage , -
23 Installment purchases
24 Other (Itemize)

25 Total interest expense (Add lines 22,
23 and 24. Enter here and on line 36,
below.) 10.

Casualty or theft loss(es)
See instructions on page 12. NOTE: If
you had more than one casualty or
theft loss occurrence, OMIT lines 26
through 29 and see page 12 of the
instructions for guidance.

26 Loss before adjustments , ,.; . .

27 Insurance reimbursement , , . ,

28 $100 limitation . . , .

29 Add lines 27 and 28
30 Casualty or theft loss. (Excess of line

26 over line 29. Enter here and on line
37, below ) low

7 Total (add lines 4, 5, and 6) . . . .

8 Enter 3% of line 17, Form 1040. . .

9 Subtract line 8 from line 7. Enter differ-
ence (if less than zero, enter zero) .

10 Total deductible medical and dental ex-
penses (Add lines 1 and 9. Enter here
and on line 33, below.) low

3100 00

31 Child and dependent care expenses
from Form 2441. (Enter here and on
line 38, below.) - low

axes
11 Real estate
12 State and local gasoline (see gas tax tables)

13 General sales (see sales tax tables) .

14 State and local income . .; , . .

15 Personal property ,

16 Other

Miscellaneous deductions for alimony,
union dues, etc. (see instructions on

page la).

17 Total taxes (Add lines 11 through 16.
Enter here and on line 34. below.) Ile

32 Total miscellaneous deductions (Enter
here and on line 39, below.) . .

Summary of Itemized Deductions A
33 Total deductible medical and dental expenses (from line 10)
34 Total taxes (from line 17)
35 Total contributions (from line 21)
36 Total interest expense (from line 25)
37 Casualty and theft loss(es) (from line 30)
38 Child and dependent care expenses (from line 31) .... .... ..
39 Total miscellaneous deductions (from line 321 . ,

40 TOTAL ITEMIZED DEDUCTIONS. (Add lines 33 through 39 Enter here and on Form 1040, line 52.) .

402



Schedules A & B (Form 1040) 1072 Schedule BDividend and Interest Income Polls 2
Name(s) as shown on Form 1040 (!)o not enter name and social security number if shown on other side)

Part I Dividend Income
Note: If gross dividends (including capital gain distributions)
and other distributions on stock are $200 or less, do not corn
plete this part. But enter gross dividends less the sum of capital
gain distributions and non-taxable distributions, if any, on Form
1040, line 12a (see note below).

1 Gross dividends (including capital gain distributions) and
other distributions on stock. (List payers and amountswrite
(H), (W), (J), for stock held by husband, wife, or Jointly)

Part II

Your social security number

Interest Income
Note: If interest is $200 or less, do not complete this part.
But enter amount of interest received on Form 1040. line 13.

7 interest includes earnings from savings and loan associations,
mutual savings banks, cooperative banks, and credit unions
as well as interest on bank deposits, bonds, tax refunds, etc.
Interest also includes original issue discount on bonds and
other evidences of indebtedness (see instructions on page
13). (List payers and amounts)

2 Total of line 1 , , .

3 Capital gain distributions (see instructions
on page 13. Enter here and on Scher)
ule D, line 7). See
note below .

4 Nontaxable distribu
tons (see instruc
tions on page 13) '

5 Total (add lines 3 and 4) ,

6 Dividends before exclusion (subtract
line 5 from line 2). Enter here and on
Form 1040, line 12a -

8 Total interest income. Enter here and
on Form 1040, line 13

Note: If you received capital gain distributions and do not need Schedule D to report any other gains or losses or to compute
the alternative tax, do not file that schedule. Instead enter 50 percent of capital gain distributions on Form 1040,
line 41.
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FEBRUARY 1 IS THE LEGAL ASSESSMENT DATE

1973

PERSONAL PROPERTY RETURN

STATE OF SOUTIk DAKOTA LIST OF TAXABLE PROPERTY
mr THIS MUST BE FILLED OUT AND SIGNED BY ALL TAXPAYERS

ORIGINAL

1973
Taxpayer Name Head of Household,'

H
Wife

''t FIFE)

7IP ti

First

Phone No

DOGS, Number Owned or Kept

Others in Household

Veteran
If Re n Addre,. of O t ncr

iex
Ago

Age

National Guard
Veteran S Citizen

Yes No I I Ye, Ii t

Veteran U S tut n
Ye, No Ye, I I No

(Name and Address)

SociAl Secitrit) Number

_I--
Social Security Number

School Dist No

County City or Twp.

Real Estate Information for Homestead Exemption
Do you own your own home' Yes ( I No ( )

Legal Description of where you liver

VALUE OF HOMESTEAD - - $
(ASSESSOR'S USE ONLY)

1 HOME APPLIANCES No Make end SOO

AIR CONDITIONERS
,n, yT

DEHUMIDIFIERS HUMIDIFIERS

DISHWASHERS IPortablel

CLOTHES DRYERS, FIN- Gas

CLOTHES WASHERS, Comb
A ,r NA, r Tyn

ELEC SMALL APPLIANCES

FREEZERS C,, Ft

KITCHEN STOVES IS OVENS
Other

MUSICAL INSTRUMENTS
A t,,: 5

ORGANS I Chord

Yr Mfr Cast New
Taxable
Value

PIANOS, r,

RADIOS i chmit '

p ',tat

REC PLAYERS Cob,cr
P rime

REFRIGERATORS Cu Fr,

REFRIG FREEZER COMB , Cu Fr

SEWING MACHINES, P cot.

SPACE HEATERS, E c 0,1

TELEVISION St r en S, re
T )ti'r PL.," ,

J

VACUUM CLEANERS, " Up --
TOTAL OF lItA4 1

0

tok

2. HOUSEHOLD GOODS AND PERSONAL EFFECTS (Except those Bend listed
in Hems 1 and 4) which would include the following.

Bedroom Furnishings Living Room Furnishings
Dining Room Furnishings Ittcreotion Room Furnishings
Kitchen Furnishings Family Room Furnishings
And any other furnishings not listed elsewhere on this sheet.

TOTAL NUMBER OF FINISHED ROOMS
IN HOME (Including Bosement) - ROOM

THIS IS MY ESTIMATE OF THE FULL AND TRUE
PRESENT LAY VALUE OF ALL ITEMS LISTED ABOVE

ACTUAL VALUE - $

Assessor's Use Only

TAXABLE VALUE OF ITEM 2 NA S

IS THIS A MOBILE HOME? Yes I
Is It registered as required by law'

Yes I I No t )

NON-AGRICULTURAL S
4 HOBBY., SPORTS & MISC EQUIP

BOATS, INB'D ' OUTB'D
rbrqb,

Cat,
BOAT MOTORS

P ES

CAMERAS, PROJECTORS., ETC
A ti3O S

GARDEN TRACTORS, H P Arch
r Sr, w F r Ohm L

GOLF BOWLING EQUIP
A ),, r '
GOLF CARTS, H I'

POWER MOWERS t, 7.

TYPEWRITERS, ADDING MACHINES

o Make and Sae
Length ,,

41,,r4e1

Yr Mfr, Cost New

Pr, ,r r t nay I o 0,Lre $

0

SHOTGUNS RIFLES PISTOLS, SCOPES.
LOADING EQUIP , A

SHOP EQUIPMENT IS HAND TOOLS
A 1

SNOW BLOWERS H P

FISHING EQUIPMENT

OTHER ITEMS

TOTAL OF
ITEM 4

Prt si .1? r,a, Value S

NON-AGRICULTURAL S

3. MOTOR VEHICLES, SNOWMOBILES,
A_ IRCRAFT NOT LICENSED

Reap Type ModelMake V

CAMPERS OR_ TOPPERS FOR PICKUP 'TRUCKS
Make Length Width Cost Year

TOTAL OF
ITEM 3 AG $-- _________ NA $
'S BUILDINGS AND ALL OTHER IMPROVEMENTS

AND STRUCTURES ON LEASED SITE
Location
Type Coast, Capacity i Yr. Built

TOTAL OF
ITEM 15 AG S- NA $__

16. MISCELLANEOUS ITEMS
New Get C

Saddles

Fox, Mink, Bees, Etc,

Communication Radios

Other

TOTAL OF
ITEM 16 AG $ NA $

Clessificotion Penalty ___% Total

AG $ $ - -

NA $

TOTALS $ $

HAVE YOU IN YOUR CARE OR POSSESSION OTHER
PERSONAL PROPERTY THAN YOU HAVE LISTED?

YES I
NO

Give Name
I f Owner

Address
of Owner.



GRAIN - Bushels
TOTAL BUSHELS OF GRAIN

RAW

OR STORED LIN THE IMMEDIATELY

PR CEDING FEBRUARY 1, 1973; ALSO TOTALRIPO.LIGNRDOSWONF' LIS;
DUE

PRECGEDING

YEAR

FEBRUARY 1, 1972.

New Construction & Improvements DESCRIPTION AND LOCATION OF IMPROVEMENTS AND STRUCTURES ERECTED OR PLACED UPON
THE FOLLOWING DESCRIBED REAL ESTATE SINCE THE LAST ASSESSMENT DAY

'1 )F). of C... trualaon Type of Building

,,ti,m, x x Total Coq $ ,, Percent of Completion Cost to Date $

linpros. roont. I .rat( d on Se. Ty') Range Buildings Removed'

,kov.ri of Lot Block Addition Yes I I No I I

STATEMENT (MUST BE SIGNED BY TAXPAYER)
I do ((near that I am A teNalent of the )'ountt ,f and that my float office address

that the ,thse lid I WILIAMn pt fall and I.. rail at at, aunt .1 All sit lit hilt, And Inalr." nu na t re. led or placed upon no rrft estate In
gr l ,,i. 9 I, I. I Or.. tort's And improt enIt ht. tvthrt on Pther las statent, me viut,t .1 tvht to 'hi ore..I ne .....nent tittv. a IA a Nil And .orrmt Ntatement of all per1.nal property,
, i p i. io i , (I or.dortt 041).1 . II nther I tX P.IAtt minty Itiabirt I I., t taation 0 hit I. I of any nem of %that, I ant A noonner ..1. Ant orp A1,11, 500101 ',Ilion a vompany of unit h I am
i., - I ' . . / ,, . ,r..t,.trhr ..r of to 15,1n, men( .1. nt d, t I 1III ed, no d .1. font rollvol it. alt, 1%1 1. t 1,1 I. Si on the AN( WOO ASN,8111 nt Mt) and that I have not In try manner whale' -

...I .1 1.. -.11 .., tot or..10.1) or pi,, ed tin, prtiperty out ilf titt t aunty or my n ................n, It the purpose of At elating An, Aaearineut upon the SIAM., or making this stiftment

thy 14-3 X
Taxpayer Must Soon Her.

FOR
ASSESSOR S USE

POLL

ONLY RETURN ORIGINAL AND DUPLICATE TO ASSESSOR GRAND TOTAL
TOTAL TAXABLE VALUE OF YOUR PERSONAL PROPERTY

DOG TAX - $ AND PENALTY IF ANY

P
IPP1

..

1,

Is pl

.1,
I

(1,
,

I

or ASSESSOR'S NOTICE TO PROPERTY OWNERS
% .1 t e, I .f the liNt of taxable propert) armeaned mtalant )0.. for tht sear 1973 a onmlaint on tour atm sment may be made to your local Township, Toss.

Olt 1./ dl nu,t on the fourth Monday of May May 2N 197 II, and is in ...A .1PPII for alIx du a From At lion of tout hmal board you may appeal to your County
(4 ri I tht third Too `Ably June *Juno 19, 1971) and *hall adjourn later tberw-ige first Tueday In Jul> OW) 7, 11731 Appeal from your County Board
it. 15. IN1 of 1.1,1.11:Afton 0Ithin 30 days of mane of the action taken Is) th. County !Mord and man be taken 10 oral announcement of your Intention to appeal,
v Isom d or 1.) 0 rut ten not 0 e ther.of hied alth the Count) Auditor and a ...p) octal to the Commt.mImit r of Itetrou Mem, :tout h Dakota, on or before the !Vat Mon.

(o n r Angus. I, I't7I And Is In meemon Until Ito duties are aompletd Appeals to the Or( oil Court may ha taken from the County Hoard or the gnat,
r 45 tin 10.11,11, Afton ..1 the ilea INion of rue h hoard An appeal to elf h.l the a it. ni1 Court or the State Hoard shall exalude an appeal from the other

ORIGINAL

LIVESTOCK
S. BROOD MARES

STALLIONS '
WORK & SADDLE HORSES
SHETLAND PONIES (_ )

6 BUFFALO COWS, 2 Yn.

B UFFALO BULLS, 2 Yn

B UFFALO, 6 Mee to 2 Y

7.. COWS, 2 Yn a Up (Reg,
HEIFERS, 1 Yr. to 2 Yn. (

b COWS (Stack Milk , Co
0)S i OLDER

c CP ;TLC, 6 Mos to 1 Yr
(STEERS & HEIFERS)._

d CATTLE, 2 to 3 Yn Med
1 to 2 Yn (Half
1 to 2 Yrs. ISte

CATTLE IN FEED LOTS
(LP TO 850 LOST
CATTLE IN FEED LOTS
11:150 LOS & UP)

HERD SIRE (Purebred Her

B ULLS,, 1 t. 2 Yn,
BULLS, 2 Yn a Older

TOTAL OF ITEM 7
B HOGS, 6 Mos. & Over

FEEDER PIGS, 3 to 6 Mos

9. BUCKS OR RAMS

b SHEEP OR GOATS

c I AMOS IN FEED LOTS

10 CF(CKENS No s
TURKEYS No o
DUCKS OR GEESE No o

lAesessor) (Depot) Aosella0F)

EIS SECTION MUST BE FILLED OUT BY ALL FARM OWNERS AND OPERATORS 1973

Older

Older

tiered)

Registered)

mama!)

Reg Grade No
Unit
Value

Taxable
Value

AGRICULTURAL TOOLS
AND MACHINERY No, Make

Model
',umber

Yr.
Mfr.

Taxable
Value

CORN LISTER Tool Dar I
1 I Raman Mld ( ) Pull )

CORN PLANTERS
Cycle ( ) Plaleless ( ,

Twat I

Mtn Tillage I I Raw. 2-our ( )

-s

g

Fortin/or ( ) Six ( 1

InseClickle ( ) Eight ( ) Fs

CORN TFNDERS OR GO-DIGS
1 ItoaN Tool !tar II )

diETIVisTORS Haar Mtd ( )
( I Rows Front Mtd (

CULTIVATORS Rear Mtd ( )
i ) Hot, Front Mtd I IIs.

DISC TILLERS & ONE-WAYS ( ) Ft
Attach Graln ( 1 Vert ( )

en)
en)

11

olitT--iTe1;- l ) Ft

DISC, Tandem Pull Type I I
%%heel Mid 1 )
Ft ( )

DRILLS, GRAIN ( Ft Reg I I
Fo rt i ) Moak. 1 I Double I I

- ----------.-
Only)

---- DRILLS, PRESS ( I
I I Ft Deep Fat ross I I

DRILLS, PONY FRCS & PACKER
1 1Ft_ - __ _ _ ...,

Fert,laer Aft .1ont Neva i
-

Insecticide Aft o ant 5.(5( . I

_-- --_
-.."

-

Dena
Dozen

---
=

FEED CONCENTRATE TANK' / 4 /- .

FEED GRINDER MIXER Sac I

FEED ,:au.s St.e (--- )
Rmirr o I 'liar 1 1 PTO ( )

HAMMERMILLS -r--
lo It ( I 1,1'... I qif 1 1

FEEDERS, PortJble 11..' . I
Ito ( ) 01.11y I 1. . --- --

FIELD CULTIVATOR ( ) Ft
DUCKFOOT OR CHISEL
%((bra Stank eft I 1Fr

--
-- - I

.
--

-"



it AGRICULTURAL TOOLS AHD MACHINERY
TRACTORS & CARS Cl, D.osotS.-,a, I V One ,

PROPANE

CRAWLER TYPE

WHEEL DRIVE
1.. TRACTOR

ATTACHMENTS, UNI TRACTOR

ATTACHMENTS UNI TRACTOR
CADS l ) ConO I )

11(AL WHEELS
Srry. !Poser ,

COMBINES AND CABS
SELF PROPELLED
PTO k MOTOR (

CORN HEAD I MILO HEAD (

CABS 1 Aar Cold 4

S ALE LOADERS

BALE ACCUMULATOR

GRAIN DRYERS :. SU
i I I I' )

No Ma- PAko MODEL tj (HARROW WHEEL DRAWBAR-
Yr , I I \. ", I

1-
-,--- .40 e/ 451 l 1 FOItlino I

HARROWS 4) DRAGS \ r 1" r r

I .....

POWER BALE WAGON

BALE STUKERS ,4 s

B ALERS, Iran s ,
I' 111r. It

SE L PROPELLED
CHAFF WAGON

CORN PICKER. HUSKER, SNAPPER
I ) Eta
N. I )

CORN PICKER SHELLER
I I ) Pro 1 I

CORN SHELLER, T. I I, sitd )
lc

ENSILAGE BLOWER 11

ENSILAGE UNLOADER
III III 1. 1..4

O

HARROW, Sitting Tooth

IRRIGATION PIPE I 4,neth 1., mirIer__-
$ Al an, 4. 41.1,
2 1.1. :7 I.I.. n
" --' 1 IRRIGATION PUMPS 11 P ( /l',,,,r I "I? V t VAN. II

IRRIGATION SPRINKLER
li T41,4 1 At I 04 '1 4

_____ relANURE SPREADERS, PTO I )

1

4 4 , o Make Kodel Mfg.

44 4' MI (

MILK COOLER, SULK ,u,"r r,"
55 .1 41s1Inn t )

MILKING MACHINE, Unda ( )
i',1. I on S'At 1 I Allak (, 0,,,tip t1 5.154, ( I Pie( 1,11A ( )

PLOWS, Ikrfirms l ) In t
A.d., I 1 1144' (

PLOWS, IIsttonlas ( I In ( 1

1.41 tutu 4 1 Hyd I

PLOWS, MOUNTED In I )
_ 11,,Ittrn I

LOWS, MOUNTED Irralrra-1 I
t In 4 )

PLOWS, OFF SET Ft ( )

PLOWS, CHISEL Ft (

PLOWS, DISC N. limb, Dim

PORTABLE BINS to. el 4
I 110.1 4 )

PORTABLE PESO RACKS Length I

ELEVATORS, Open amon
NfoA, r 4 I PTCI

5114 I Leng4th l )

ELEVATORS, Aura.
Lai s 1,401

FORAGE HARVESTER
S). t,

FORAGE HARVESTER
All st hmont...

HAY CAGES 'e

HAT MOWER I '
%sr.,

HAT MOWER
41.1 1 r , IMII 4 4

NAT CRUSHER OR CONDITIONER
HAT DUMP RAKE

Ft
HAT SIDE RAKE, I'

II, I a !III
HAY WHEEL RAKE '

HYDRAULIC LOADER -STACKER

Corrioe ( )
I'T.I ( I

1.1

41 )
44. r, r a ft

I' ;

AT TA ,NESTS ) I ,

STAKHAttO

STACK MOVERS '

SWATHER s r,

SWATHER, Self Propelled Ft
HAy ( 4e 4.

SLADE TILLER I

CATTLE OILERS CHUTES V.;
PORTABLE CORRAL a-

-

SUB-TOTAL 1, TEM

POST HOU DIGGERS a DRIVERS
Power

-"POTATO DIGGERS
(tow., (

POTATO PLANTERS
144».a ( )

ROLLER- PACKER
Ft

ROTARY HOE

ROD WEEDER
Ft

.SAWS
ctrylo Chain ( Mee (

SCRAPERS, )
ru Y(tS ,) Dolor %%On

SPRAYERS 4-DUSTERS
(loom ( ) 14(4 (

Trn,I4 r ( ) 4.1rtrop I )
1.01,1 IM I

STALK CUTTER :,, ' 1t1115 I
) Inain 1 I

TERRACING i LEVELING EQUIP.5,0 I
TRAILERS 4 ROMS

.s4 44 h.. I. r ) T..n. I

TRAILERS IL BOXES ' art " hI,, r
I T.,1)4 (

TRAILER SILAGE SOX Irrrim.,t), 1 1, NeM

TRAILER SILAGE PDX 11"1"0.0 e.
TRAILER rLATSEDS

POWER FEED WAGONS I.,'" I )
V, 4. 4_

POWER FEED AUGERS
1.1 I I /Inn, T% 1555 5

FUEL. PROPANE 1)/ 1: )1'.

WELDERS, Ace? (
4., 1 ) Amp. (

SHOP EQUIPAVT: ELECTRIC siorois, I 'TOOLS I,
AIR COMPRESSORS, H P

Gallons 4

PORTABLE HEATERS, B

STANDBY POWER UNITS
kW

SADDLES

TOTAL ITEM

1O6



When you fill out a signature card for opening a checking account:

1. Print your full name on Line 1.

2. Print your address on Line 2.

3. Print the name of the place where you work on the first part
of Line 3.

4. Write your signature on the second part of Line 3. The same
signature on this card should be used in writing all checks.

5. If you are opening a joint checking account, the other person
must print his (or her) place of employment and write his
(or her) signature on Line 4.

6. Print your name and address in spaces 5, 6, 7, and 8 the way
you want your name and address to appear on all your checks.

Fill out the signature card below for opening your individual
checking account:

Account Number

1) Name

2) Address
Employment Signature

3)

Employment

4)

x

Signature

x

Account Caption & Address

5) The Kampeska State Bank
authorizes to recognize

6) the above signature(s)
in payment of funds or

7) transactions or other
business.

8)

91
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$
19

To
For

Bal. Brought
Forward

Amount
Deposited

Total
Am't This
Check

Bal. Carried
Forward

K

...

Pay to the
order of

KAMPESKA STATE BANK
No.

19

Account No.
81-686

tbillairid-W_M=ERVILETICICIT

%ft
Oloors 11111

CASH ":017"
NOME

r 1.110
ADDRESS /0. nsOStt

uSJI1^E on Ulf
111,11 mo
CO.EIT*WES0 IAoM 0100101n 05111 sOs

OATE 19 TOTAL COLLEctsOM
05111IEN1.

LESS CAPE 4Ctlyt0 a Suite
EACH itemNET DEPOSIT

Ust chit. SIDE OOP ADEIIONLLISTitiG
I. InlOPTALy
awDOsetseD

KAMPESKA STATE BANK
WATERTOWN. SOUTH OAkuTA

1:09 14.000 231:

ACCOUNT No

THE ORDER OF

.AFTER DATE. ION VALUE RECEIVED. I PROMISE TO PAY TO

PAVAIN.... AT.

DOLLARS
WITH INTEREST THEREO 4 FROM UNTIL FULLY PAID. AT THE RATE 011_.--PEA
CENT PEN ANNUM INTEREST PAYASUE-- ANNUALLY,

I porn any defoit IN tie wysinty if gerett, tltlt NO NM Nem. morass/1y dir and Nyable al tie 'MIN of IN Maw NNW ?u.Ms
at a 411*1e nor wiergi M eel erecirretten

TM RAW, en*Ymni, terelies and sweeten Mood NNW swear ewe, to my III ems et collection iscitit"g Nemsable ettmmo' fire
Ind legal *swell, Ie Ni. paysint Jsll not M wide et estesElEy. ea/ sewsliv owe iweeetelent far IKEIME. SAW ar sss Nmot. poled N4
1104 1.e. nt ph4.4 end Show* Is enforcing Wong of telpgliag eett, asete any party MOHe The esMicre, mairtm aid monlaten Nita IRAs
wenn? ~wet thee Ole Use ej paysnit sip It tstesed ORRIN et sat kw/ tW IN vezisal perledl. or MS ssM lemeN. tem URt te

litiMote sulky to tire mg MONS Nemo. thite itablUtY MTN

SECURED SY

P 0

SEC TWP

Wl

X

pUE--
PAID ON PRINCIPAL

DATE AMOUNT .LANCE

EXT.
TO

1441* pall &were tM 14014IMIAL Ate IFAVIN0144

Weft UM-
AND IS MOT IN PAYNtIST M THE 011101/4AL. NOTE

reasel Or lb

108
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Where to look in the court house

The county court house is the central location for many kinds of

information and government services. The typical court house is de

partmentalized as follows:

Circuit judge, clerk of courts, county auditor, county judge, juve

nile probation officer, register of deeds, sheriff, states attorney, and

treasurer.

In addition, many court houses also house such offices as civil de

fense, county agent, county commissioners, director of equalization,

public health nurse, public welfare, and veterans service.

The following pages list information and services found in most court

houses. As the source of information may vary from place to place, you

can fill in your local source beside each category.
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WHERE DO YOU CO TO FIND oUT ABOUT...

Abstracts

Adoption Records

Air Force Discharge Records

Army Discharge Records

Automobile Licenses

Automobile Titles

Birth Certificates

Boat Licenses

Building Permits

Car Licenses

Car Titles

Child Support Payments

Civil Court Actions

Coast Guard Discharge Records

Court Actions

Criminal Court Actions

Dance Permits

Death Certificates

Deeds

Divorce Court Records

Drivers Licenses

Drivers License, School Bus Operators

Employment Services

Estates

Finance Statements

Food Stamps.
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Jury Lists

Liens

Liquor License Applications

Liquor License Transfers

Marriage Licenses

Mechanics Liens

Mental Health Services

Mil Levy Computations

Military Discharge Papers

Mobile Home Registration

Mobile Home Tax Computations

Mortgages

Navy Discharge Records

Passport Information

Personal Property Assessments

Personal Property Tax Payments... .0 OOOOOOOOOOO 0

Property, Tax Sale of Real & Personal Property.

Plat Descriptions

Probate Court... 4

Real Property Assessments

Real Property Special Assessments

Real Property Descriptions

Real Property Tax Payments

Sales Tax Licenses..

Selective Service Registration

Small Claims Court

Support Payments
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Taxes, Income Tax Information

Taxes, Personal Property Tax Assessment

Taxes, Personal Property Tax Payment

Taxes, Real Property Tax Assessment

Taxes, Real Property Tax Payment

Taxes, Sales Tax License

Taxes, Sales Tax Payment

Vehicular Registration

Vehicular Tax Payment-New or Out-of-State Vehicles...

Vehicular Licenses

Voter Registration

Voter Registration-Change of Address

Welfare Services

Wills

9113



Legal and consumer terms

There are many terms not widely used in the everyday vocabulary

of most people, yet have significance at some time in life in business

transactions and in legal matters.

A glossary of some of these terms is given here.

Affiant:

Amoritization:

Assignee:

Attachment:

Bill of Sale:

Bond (investment):

Bond (surety):

Chattel:

Chattel Lien:

Collateral:

Conditional Sales
Contract:

Consignment:

Cooling-Off Period:

Co- Signer:

The person who signs an affidavit.

Long term or gradual payment of a debt.

The person to whom property (or a right) is given
or transferred.

Legal seisure of property for failure to pay debts.

Document providing legal record of the transfer
(or sale) of personal property.

Loan to a governmental unit or business with the
promise to repay at a specified interest rate in
a specified time period.

Guarantee of payment for failure to perform under
certain specified conditions.

Personal property which can be moved.

Claim cf lender to certain personal property placed
as collateral by borrower in event of the borroer's
default of payment.

Property or things of value pledged by borrower as
security that a loan will be repaid.

The buyer assumes immediate possession of the property
but seller retains the title to it until all terms
of the contract have been met.

A person wishing to sell property (the consigner)
continues to own the property until the selling agent
(consignee) has sold it.

Generally, the period of time given to a buyer to
change his mind after a sales contract has been signed
in the buyer's home.

An individual who assumes full responsibility for re-
payment of a loan made to another if that other person
fails to live up to his contract obligations.
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Debenture: Debt certificate issued by a company or unit of
government in return for borrowed money.

Declining Balance: Amount of the unpaid balance of a loan as each

contract payment decreases it.

Deed: Legal document which transfers the right of owner-
ship of real property.

Default: Failure to fulfill an obligation or contract.

Deficiency Judgement: Court order requires full contract payment even
after repossession and sale of property.

Fiduciary: Someone in a position of trust.

Foreclosure: Court action involving the sale of mortgaged property
to pay mortgage obligations which have not been met.

Garnishment: Action on the part of a creditor to collect money
owed him through the debtor's employer or from someone
who owes the debtor money.

Holder -In -Due Course: Generally, a bank or other lending institution which

purchases an installment contract from the original
seller. Frequently the holder- in-due course does not
have to assume the original contract commitments con
elrning product performance.

Holographic Will: A will written in the handwriting of the maker.

In unction: Court order requiring certain action to be taken or
forbidding the performance of a certain action.

Intestate: Failure to leave a valid will upon death.

Joint Tenancy: Money or property owned by two or more persons with
the agreement that if one dies the full title goes to
the remaining survivors. A will does not affect joint
tenancy agreements.

Liabilities: The debts or obligations of an individual or company.

Lien: Claim on the property of a borrower or debtor as
security for a debt.

Liquid Assets: Investments and other property that can be readily
converted to cash.

Negotiable Instrument: Written payment obligation that can be transferred by
endorsement or delivery.

Net Worth: Your true financial position based on the difference
between all that you own and all that you owe.

NonInstallment A debt you meet with a single payment or without a
Credit: specific repayment schedule.

Open Dating: Or "freshness" dates, so shoppers know when food was
first offered for sale and the last date it should be
sold.
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Option:

Prepayment Penalties:

Personal Property:

Power of Attorney:

Principal:

Probate:

Promissory Note:

Real Property:

Replevin:

'Repossession:

Retainer:

iecurity Agreement:

Truth-In-Lending:

Unit Pricing:

Us.Ex:

Writ:

The privilege to buy or sell property at a speci-
fied price within an agreed time.

Charges assessed to borrower if he pays off money

owed before due date.

Any possession other than land or buildings.

Written authorization to act as another's agent.

The actual amount you invest or borrow without added
charges or other extras.

Processing of a will to establish its validity.

Written evidence of debt that establishes repayment
schedule (I.O.U. in legal form).

Buildings and land.

Court action to recover goods from defaulted buyer

who refuses to return merchandise voluntarily.

Legal owner's action to reclaim merchandise from
buyer who did not meet conditions of installment

contract.

Advance payment for professional services.

Pledge of buyer's or borrower's assets as loan

guarantee.

Federal law which enables you to compare credit costs
accurately by requiring all granters of consumer credit
to disclose to each customer in writing the exact cost
of credit, expressed as a dollar amount and as an annual

percentage rate (APR).

To enable you to compare prices by indicating cost on

a per ounce or pound basis.

Charging borrower more interest than the law allows.

Court order
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